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FOREWORD

A major ingredient of effective school reform is inproved school management. In
recognizing this, New Horizons for Primary Schoolss proud to have put forth the effort

required to produce the customized Jamaica School diinistrative System (JSAS)
software. The JSAS software is capable of storingata, generating reports, and permitting
rapid access to information for decision-making atthe individual student, classroom and
school/community levels. As a joint initiative othe United States Agency for International
Development and the Government of Jamaica, the Mistry of Education, Youth and

Culture is pleased to make this school managementformation tool available to not only

the seventy-two (72) project schools, but to hundds of other schools as well.

As part of the cascading of the JSAS, receiving itisutions will be required to participate in
relevant training as well as meet other criteria eésblished by the Ministry. To enhance the
training and assure effective utilization of the sfiware thereafter, New Horizons in
collaboration with the sub-contractor, IDEAS, Limited and the local Education
Management Information Systems (EMIS) Technician/Tainers contracted by Juarez and
Associates, Inc., prepared this user-friendlyJSAS Version 6.0 Installation and Setup
Manual. This manual contains basic instructions and acecopanying illustrations on how to
use the software. It is designed to assist userfieavhave a range of computing skills, from
minimal to more advanced levels. By following theinstructions in this manual, the
individual will be able to install and setup the JAS software for use within a particular
school. Given the nature of the software and thea€t that it can capture extensive
evaluative data, the software can also be used faliagnostic purposes. In addition, the
JSAS software is distributed free of charge in thal perpetual usage license is granted to
any school or educational institution in Jamaica that wishes to use it.

A number of acknowledgements need to be made. Hiyst is appropriate that we keep our
project’s “bottom-up” approach in mind, and recognize the NHP principals and others that
tried and tested the many versions of the JSAS siacit was first introduced in 1999.
Second, the main link between the field-testing anddrawing board” for the JSAS
development was the team of EMIS T/Ts who were lebdy the coordinator, Nika Duncan.
Among others who merit acknowledgement is the priripal consultant, Bruce Newman, who
conceptualised, designed and developed the JSAS anhighly capable and collaborative
manner while serving as a mentor for each of the NP EMIS team members. Finally, the
steadfast understanding, financial and other suppdrprovided by USAID/Jamaica made
this quality product a reality.

It is the genuine desire of New Horizons for Primay Schools that the nation’s schools will
utilize the JSAS software fully and effectively forthe improvement of school management;
hence, contributing further to quality teaching and enhanced learning among the children
we serve

Dr. Ernest O’'Neil-Chief of Party — 1998-2004
New Horizons for Primary Schools
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Preface

BEFORE WE BEGIN: A
FEW THINGS TO NOTE

The Jamaica School Administrative Softwai8 AS)was designed to assist school
administrators in the collection and manipulatibni@ta on students, teachers and the
school plant.

The JSAS software can run on one computer or in a netwgrkinvironment. It only
requires a minimum of 60 MB of free hard drive spad@he computer running this
software will not need Microsoft Access® as a Mgofit Access 2000 Runtime® license
is included in the software distribution.

The software was written with the novice user imaniincluding user-friendly screens
and clear instructions both on screen and in popeaxes.

This guide gives detailed, step-by-step instrudtitinhelp install and setup the software
for day-to-day use. It is highly recommended thatdocumentation be read carefully
BEFORE beginning.

CONTENTS

Basic Computer Concepts
* The Windows Desktop
* Opening a Programme Using Icons or The Start MeauttoB
* Closing a Programme



Basic Computer Concepts
This serves as a fast and easy way to learn socessery information about the

Microsoft Windows® Operating System.

THE WINDOWS DESKTOP

s EC B > (=G0 ZRE 10

Figure 0.1

Icons
The small pictures on the desktop are called icems;Figure 0.1. Icons are a way to start

a programme or open a folder. The icon can als® feortcut, which is a link to
something located elsewhere on the computer. Aefdidlds files or other folders.
Placing the mouse pointer over an icon reveals vexich identifies the name or
contents. Double-click the left mouse button onitloa to open the file or programme.

Taskbar

When a file or programme is opened, a window framgears in the desktop area and a
button appears on the taskbar, see Figure 0.1taBkbar is the entire bottom strip of the
desktop. When a programme or file is closed, thohuwisappears from the taskbar.

Start Menu Button



Pointing the cursor over tigtart Menu see Figure 0.1, and left clicking the
mouse button makes tistart Menuappear in the desktop area. Btart Menu
contains everything needed to run the computeh agcstarting programmes,
opening files, controlling the computer system,ropg help documentation, or
searching the computer. The computer is shutdowastarted by using tHgtart
Menubutton and selectin§hut Dowror Turn off Computer

An arrow appearing to the right of a menu choicansndicator that a secondary
menu is available. Move the cursor over the memicehand the secondary menu
appears.

Notification Area
The notification area contains the clock and otbens showing current activities,
see Figure 0.1.

Starting a Programme
A programme is also called an application and @ogened two ways:

1. Double-clicking the left mouse button on an icocdied on the desktop.

2. Pointing the cursor over tigtart Menubutton on the taskbar and left-clicking the
mouse button. Once tl&tart Menuappears, move the cursor over Programmes
and a secondary menu will appear. Search for thgramme desired and click on
the name of the programme.

Example of opening a programme:

1. Point the cursor over tHgtart Menubutton and left-click the mouse button. A
menu will appear as shown in Figure 0.2.
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2. Point the cursor ovéProgrammesand a second menu will appear as shown in
Figure 0.3.
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Figure 0.3
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3. Move the cursor over to the second menu and poiittessoriesis shown in
Figure 0.4. A third menu will appear.
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4. Move the cursor over the third menu and click #fermouse button owordPad
Figure 0.5. This will start the programme.
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Minimize Button

TheMinimizebutton (see Figure 0.6) disables a window andalyspt as a button on the
taskbar. To enable the window, click on the butinrthe taskbar and the window will
redisplay on the screen.

Maximize and Restore Button

TheMaximizebutton (see Figure 0.6) sets the window to adatken size. To maximize
the window, click on the maximize button. Once wiedow is at its largest, the
maximize button changes to the restore button, lwailows the window to restore to its
previous (smaller) size

Close Button
Clicking on theClosebutton quickly closes a window (see Figure 0.6).

Menu Bar
The Menu Bar shows menu title choices to accessghens contained in the menu (see
Figure 0.1). Each application might have diffener@nu titles but all are accessed in the
same way.

Title Bar

TheTitle Bar shows the name of the window and the name ofiléneTihe window
moves by placing the mouse pointer in Thiee Bar, clicking and holding down the left-
mouse button and dragging the window to the degiosition.

Standard and Formatting Toolbar
Toolbarsconsist of icons that operate as shortcuts tmoptaccessible through theenu
Bar.

Closing a Programme

1. Click on theFile on theMenu Bar and then click oftxit.

2. Click on theClosebutton at the top right corner of the window, lddxkin Figure
0.6 toExit the programme.

-11 -



INSTALLATION AND
SETUP

This chapter provides instructions on how to instatl setup the Jamaica School
Administrative System software. It covers botBtfitime installations and upgraded
versions.

First-time Installations - No prior version of the Jamaica School Administrative
System (JSAS) software has been installed.

CONTENTS

Installation and Setup — First-Time Installation
» Starting the Installation Wizard
* Installing the Access Runtime
» Completing the JSAS Setup
» Changing the Programme Icon
» Adding the JSAS Icon to the Desktop

-12 -



Installation and Setup — First-Time Installation
Installation must be within a Window’s Operatings&m environment.

Starting the Installation Wizard

While in a Window’s environment, insert td8AS-Version 6.€ompact disc (CD) into
the CD drive in computer. After a few secondsghmgramme should automatically
begin the installation process by copying some fitethe hard drive (Figure 1.6). If this
does not happen then use the following steps.

1. Click on theStartbutton. (Figure 1.1)

2. Click onRun (Figure 1.1)

m Intetmzt & LEres coftaane P
E Sarvice A SupporkScitware L5
Ll

EE:_}:; S/Eten Yanagemnent SoftAare (8

America DHire .0
ik 444 - Psfer a friend!
@ hetocape 20

@ e CFfice Documzrk

J"@ Cpen Ciffice Docustk
@ SBICFroQran AZe: and DE'ELrs

lt-'-u,]' Windows Cataog

% windows Ladsee
‘3 ‘ahao! Me:senge-

El Frogrars L4

L

L
i
- d Cocareks |
< - |
= Dﬁ Sartngs » |
5 |

- Ssath 4

®d) Holpand Suppart

/\
el | Windows XP

Sz Cadn..

)] Irkro 2o Comouzers - Vicj@ .

Figure 1.1

3. Click theBrowseon theRunwindow. (Figure 1.2)
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- Twpe the name of a program, Folder, document, or
% Intermet resource, and Windows will open it Far wau,

Qpen: | v|

Figure 1.2

4. From theBrowsewindow, click onMy Computer(Figure 1.3)
5. Select the drive wher@&SASappears. (Figure 1.3)
6. Click onOpen (Figure 1.3)

|
5 My Fecent
D ocuments = =
= g avarnd Free Space: O bytes
i Total Size: 186 MB
Deskiop

—
File narne: s | [ Open D ‘_E

ty Metwork Files of type: | Programs ~ |

Figure 1.3

7. Click onsetup.exdile and clickOpen (Figure 1.4)
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Desktop
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ty Computer

Vi [ Open ]

bt

File narne: | setup

Py Metwork Files of type: iF'rograms vl [ Caticel ]

Figure 1.4

8. TheRunscreen will re-appear wittetup.exdile filled in along with the drive
path. ClickOK to start the installation. (Figure 1.5)

— Type the name of a program, folder, document, or
» Inkernet resource, and Windows will open it For vou,

Figure 1.5

Loading Jamaica School Administrative System (JSAS)nto the Computer
The Installation process now begins. If Microsoficass is not installed on the computer,

a Runtime version will be installed (skstalling the Access Runtime on pagel6
otherwise thelamaica School Administrative System Setupen will begin. (Figure 1.6)
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Figure 1.6

Installing the Access Runtime

The dialog box shown in Figure 1.7 appears if Msofb Access is not already installed
on the computer.

1. Click theOK button to begin the Access Runtime installation.

The application you are installing requires Microsoft Access 2000. Setup will now
close and launch the Microsoft Access 2000 Runtime setup program.

| "ok | cancel |

Figure 1.7

2. Click thelnstall Nowbutton on théMicrosoft Access 2000 Runtime Ready to
Install screen (Figure 1.8).
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ig' Microsoft Access 2000 Runtime: Ready to Install

Install Now
Install Microsoft Access 2000 Runtime at C:\Program Files\Microsoft Office\ART

Customize...
Choose the installation location for Microsoft Access 2000 Runtime

Cancel |

Figure 1.8

3. A dialog box shown in Figure 1.9 indicates thealiation is progressing.

'ﬂ% Installing Microsoft Access 2000 Runtime !E

Verifying installation tasks...

Figure 1.9

4. When the installation is complete, the dialog bleaven in Figure 1.10 displays,
confirming a successful installation.
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'ﬂ% Microsoft Access 2000 Runtime Setup |

Microsoft Access 2000 SR-1 Runtime setup completed
successfully.

Figure 1.10

5. Click theOK button to close the dialog box. At this pointpdeding on the
version of Microsoft Windows installed, the compuiell either prompt for a
restart or will restart automatically. The restamecessary to complete the
installation exercise. After the Access Runtimaigas complete, th@amaica
School Administrative System Sesapeen will continue.

Completing the JSAS Setup
JSAS setup continues to display dialog boxes infornthmyuser of the installation
progress.

1. TheJSASsetup screen starts with a welcome and warnidgglizox. Please
ensure that there are no other applications runogfgre clicking theéOK button
to continue thdSASinstallation.

The screen shown in Figure 1.11 will appear anohstallation dialog box displays.
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Jamaica School Administrative System Setup

42 Jamaica School Administrative System Setup

‘Welcome to the Jamaica School Administrative System installation
=" program

Setup cannot install system files o update shared files if they are in use. Before
proceeding, we recommend that you close any applications you may be running

i =3 | Exit Setup

Figure 1.11

2. Click on the Computer Icon as circled in red indgy1.12 to installSASto the
C:\Program Files\MOEC 2000\ (default) directory.

Ecgr the inskalabicn by el cdng the botbon Eclew

F: ik Eis ELktbon bo insts | Jamaiza School Adrrinistrative Syskam scftvars b
= speciie=d destinaticr directory.
==
Cirectery

Co\Program SlesyDEC 000

Figure 1.12

3. TheJamaica School Administrative System — Choose Bro@sroupdialog box
has a default setting that should not be changeel default Programme Group is
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Jamaica School Administrative Systédhick Continuewithout changing any of
the settings.

;,_J— Jamaica School Administrative System - Choose Program... E

Setup will add iterms to the group shown in the Program Group boy, ou
can enter & new group name or select one from the Bxisting Groups list,

Brogram Group:

Existing Groups:

ACcessories

Adaptec DirectCD
Adobe Acrobat
Games

Hallmark Connections
HP Laserlet 1100
IBM Registration

IBM Viaoice
lomegaare

1D

Jamaica School Administrative System

Continue | Cancel |

Figure 1.13

4. The programme files are copied to the hard drivinefcomputer (Figure 1.14).

42 Jamaica School Administrative System Setup

Destination File:

C\Program Files\WMOEC 200045453, 1C0

C

Cancel

Figure 1.14
5. If a Version Conflict dialog box appears (Figuré3l).it means that an older
version of the files already exists on the comput@ick theYesbutton to

continue copying the newer version of files. Timigy have to be repeated for a
number of files.
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Version Conflict [ x|

4 file being copied is not newer than the file currently on your system,
It is recommended that you keep your existing file.,

File narme:  'CrWAWINDOWS S YSTEMYMSDARTIZ.DLL'

Description: 'Microsoft Data Access - OLE DB Runtime Routines

Your version: '2.50.4403.0°

Do you want to keep this file?

Yes Mo Mo to Al

Figure 1.15

6. After all the files are copied, a dialog box digfg&o confirm a successful
installation (Figure 1.16). Click theK button. ThelSAS programme is now
fully installed.

Jamaica School Administrative System Setup [ x]

Jamaica School Administrative System Setup was completed successfully.

Figure 1.16

Changing the Programme Icon

The following steps show how to change the icortfi@edSAS programme (Figure 1.17).
Left-click onStart
Left-click onProgrammes

Drag the cursor over the programme list and paidamaica School
Administrative System

Move the mouse over tlESAScon.
Right-click on thelSASprogramme icon.
6. Left-click Propertiesfrom theMenu
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Search
& Intemet Explorer

£ Micrografx Media Manager
®¥ Micrografx Picture Publisher
[2] Microsoft Access

@ Microsoft Excel

soft FrontPage

oft Outlook

Help and Support

Run...

Leg Off NewHuorizons...

bd| Windows XP Professional

oft PowerPaint
Boft Publisher

" MSN Explorer

e )

v | Microsoht Word

(3] Outlook Express

. Remote Assistance
&) Windows Media Player
23 Windows Messenger

Scan with Norton AntiVius
G Add to Zip
) Add to MSACCESS. zip

3 Zip and E-Mail MSACCESS. zip

Send To
Cut
Copy

Create Shorteut
Delete
Rename

v Hame

|« Lo, 10:190M
— TlEese | Fiday

Figure 1.17

Note the icon shown on the top-left corner of theperties dialog box is going to

change.

7. Click theChange Icorbutton on theJ]SAS Propertiesindow Figure 1.18.

JSAS Properties

General | Shortcut |Eompatib\|ity|

J5A5

Target type:

Target location: Office

Taget:

Application

Iam Files\MOEC 2000%M0OEC 2000.mde" Auntime

Start in:

Shorteut kew: IN one

Bun:

Caomment

FEind T arget

I"C.\F’rugram Files\Microsoft Office’\Office’

L]

LChange lcon, | Advanced |

INUrma\ window

IJSAS

N—"

o]

Cancel | Apply

Figure 1.18
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8. Click theBrowsebutton to search for the new icon. (Figure 1.19)

Change Icon HE

Look far icons in this file:
Select an icon from the list below:

& (A »BtdF /1C

‘osoft OfficelOfficeMSACCESS, Ex)

el ST B
BN EE a3 +px»@ X1 @1

< | 2]
oK I Cancel |
Figure 1.19

9. Click on theLook indown arrow list box and select drive C: (Figur2Q).

10.Click on theProgrammes File$older icon and then th®@penbutton. (Figure
1.20)
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Change Icon

Laak it

w GRS

~“MSSETUP.T ICHMCDTREE

Acrobat3 IC5)Mew Horizon GR 32001

ATI mb

AVerTV |51 Program Files > 10

BITWARE gy FdeAvalacdo

Books 5P

Brasil Cunzipped

Documents and Settings |C7)ViaVoice

Encarta W2AEVL-EN

HALLMARE I WINDOWS

Harcourt Math E CLMRBECDY EXE

HPDESK npdrmv2_dl

IBMTOOLS npdsplay.dil

KA npwmsdrm_dil

MOEC_DE = uyp2ICO
File: narme: I j Open |
Filez of type: IIcon Files ;I Cancel

7|
Figure 1.20

NB. To find this icon you need to look in the C:\Bgram Files\MOEC 2000\ directory
where the JSAS software was installed

11.Click on theMOEC 2000folder and then th®penbutton (Figure 1.21).

Change Icon

Look jn: IB Program Files

5] 0@

[2]x]
o V

|- CNet

M

|2Common Files -- OEC 2I]I]l]
|2 ComPlus Applications ~douiobls

|- CONEXANT CIMSN

|2 CyberLink [JMSN Gaming Zone
ISiDell [CIMSPress

| EPSON [DINetMeeting

|2 Ezonics [DNetropa

|JHP DeskJet 710C Series [0 Online Services

I21BM [)0utlook Express
|- Intercom [C)PhoneTools

|2 Internet Explorer Z)Pwrchute

|- Messenger DRoxio

|2 Microsoft ActiveSync
|- Microsoft Encarta

|- microsoft frontpage

|- Microsoft Office

|2 Microsoft Visual Studio

<

[21Snapshot Viewer

[ The Learning Company
[DVlead Systems
Dwindows Media Player
DWindows NT

Dl
File name: I ﬂ Open |
Files of type: I\con Files LI Cancel
2|
Figure 1.21
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12.Click on the SAS3.1CO icon and cliéBpenas shown in Figure 1.22.

Change lcon nm
Look jn: | G2 MOEC 2000 -] @ @ &= =

File name: I

=l Qpen >
Files of type: IIcon Filez LI ance!

Figure 1.22

13.In theChange Icorwindow, click theOK button to accept the selected icon
(Figure 1.23).

Change lcon n m |

Look For icons in this File:
I Z:AProgram Files\MOEC 200015433,

Select an icon From the list below:

SAS

<] O
O, I Zancel |

Figure 1.23
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14.Click the OK button on theJ]SAS Propertiewindow to apply the changes (Figure
1.24).

JSAS Properties

General | Shorcut I Compatibilityl

"—
e
Target type: Application

Target location:  Office

Target: I><E" "ChProgram Files\MOEC 200008A0EC 2000.mde"

Startin: I"C.\Prugram Files\kicrosoft Officel R ThOffice"

Shortcut key: INone

Bun: INDrmaI wind ow LI
Comment: I.JSAS
Find Target... | Change lcon... Advanced... |

Ok | Cancel | Appby

Figure 1.24
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Adding the JSAS Icon to the Desktop

1.
2.
3.

Left-click on Start(Figure 1.25).
Left-click onProgrammegFigure 1.25).

Drag the cursor over the programmes list and goitihteJamaica School
Administrative Systelffrigure 1.25).

Right-click on theJSASprogramme icon (Figure 1.25).
SelectSend Tdrom theMenu(Figure 1.25).

Click Desktop (create shortcut)The icon is copied to the desktop (Figure 1.25).
) » [l Miciosoft word
@ »
2 a »
A , <
) Ga » &) windows Media Player
mﬁmw liaganidais PSR Hallmark Cony » |43 windows Messenger
% S @) HP Laseret 1100 »
.;_.‘} _ﬁ m ;j IBM Registratio »

| ] 0'Neil Office File A

Scan with Norton AntiVirus
P Add to Zip

5 Add to MSACCESS. zip

3 Zig, o

nnnnnn ft Office 2000 Developes
icrosol ft Difice Small Business Tools

3% Floppy (A)

s
oft Qutiook
oft PowerPoint | inem

oft Publisher 1B 6o ‘ Friday

Figure 1.25
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CUSTOMIZING JSAS

The JSAS software must be customized for a specific schddlis chapter explains how
to select the school name from the school listdok@new school name. It also explains
two modes of operation of the software.

CONTENTS

Customizing JSAS
* Running JSAS for the first time
* License Agreement
* Adding the School Name
* Administrator Mode
» Teacher Mode and Password Features
* About JSAS
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Customizing JSAS

TheJSAS database must be customized for a specific scBobbol specific data is
entered into the database (i.e. school type, skéftsis, teachers, students).

Running JSAS for the First Time

<]
TheJSAS programme can either be started by double-clickied SAS m icon
on theDesktopor going into theStart Menu clicking on the programme list, dragglng the
cursor over Jamaica School Administrative Systethlaft-clicking onJSAS The
programme opens tdinistry of Education Youth and Culture Jamaica School
Administrative System, Main Menu

License Agreement

The first timeJSASis opened after installation, a form displays aghkhe school to
approve a license agreement. The agreement sthtefimded the software, who
developed it and its copyright information.

1. Click onAccept

| Jamaica School Administrative System Version 6.0 2Feb05

Developed by Interamerican Development Advisory Services, Lid, (IDEAS, Lkd.) For the Mew
Harizons For Primary Schools Project of the Jamaica Ministry of Education and Culture under
sub-contrack to Juarez and Associakes, Inc. and the United States Agency for International
Development (USAIDY, Contrack No. 532-C-00-93-12345-00,

Credits:
Mr. Bruce Mewman, IDEAS, Ltd, Team Leader
Dr. Ernest O'Meil and Mrs, Jean Beaumont, Mew Horizons Project Directors
Ms. Mika Duncan, J5A5 Implementation Team Leader

Comments or suggestions:
Mr, Bruce MNewman, E-Mail; bruce@datapra-sa.com

Copyright € 2001, 2002, 2004, 2005 by Inkeramerican Development Advisary Services, Lkd,
All rights reserved.
Licensed under the Open Software License version 2 (05T Certified Open Source Saftware

Open Software License

v, 2.1

This Open Software License {the "License™) applies to any original work of authorship {the

"iriginal Work") whose awner (the "Licensor”) has placed the Following notice immediakely

Following the copyright notice For the Criginal Work:

Licensed under the Open Software License version 2,1

13 Grant of Copyright License, Licensor hereby grants ¥ou a world-wide, rovalty-free, non-

exclusive, perpetual, sublicenseable license to do the Following:

a. Oto reproduce the Original Wark in copies;

b. Oto prepare derivative warks {"Derivative Works™) based upon the Original Work;

r Cbn distribibe conies of Phe Crininal Wiork aod Derivatiee Works o bhe noblic with the

Do vou accept the terms and conditions of the Open Iz pecli J @

Software License 2,17 (You must accept o continue using S -
:pmwmmr:

fooess version: - 9.0
Access Folder: Cr\Program Files\Microsoft OFficedOffice),
Front-end: C:\Program Files\MOEC 20004134560, mde (1545 6.0)
Back-end: C:\Program Files\MOEC 20004154560 _be,mdb

Figure 2.1
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2. The form changes showing the date and time thade&vas accepted. Click the
Return to JSA8utton.

Jamaica School Administrative System Version 6.0 2Feb05

Developed by Interamerican Development Advisary Services, Lkd, (IDEAS, Lkd.) for the Mew
Harizons for Primary Schools Project of the Jamaica Ministry of Education and Culkure under
sub-contrack ko Juérez and Associates, Inc, and the United States Agency For International
Development (USAIDY, Contract Mo, 532-C-00-98-12345-00.

Credits:
Mr. Bruce Mewman, IDEAS, Ltd, Team Leader
Dr, Ernest O'Neil and Mrs, Jean Beaumont, Mew Horizons Project Directors
Ms, Mika Duncan, 1585 Implementation Team Leader

Camrments or suggestions:
Mr, Bruce Mewman, E-Mail: bruce@datapro-sa.cam

Copyright © 2001, 2002, 2004, 2005 by Interamerican Development Advisary Services, Ltd,
All riohts reserved.
Licensed under the Open Software License version 2 5 Certified Open Source Software

Open Software License

v, 2.1

This Open Software License (the "License™) applies ko any original work of authorship (the
"Original Work") whose owner (the "Licensor™) has placed the Following notice immediately
Following the copryright notice For the Original Work:

Licensed under the Open Software License version 2.1

1) Grant of Copyright License, Licensar hereby grants You a world-wide, rovalty-free, non-
exclusive, perpetual, sublicenseable license to do the Fallowing:

3. Oto reproduce the Criginal Work in copies;

b. Oto prepare derivative warks {"Derivative Works™) based upan the Original Work;

. Ot diskribe ke conies of Fhe Orininal Work and Derivative Wiorks o bhe noblic, with the

fivense was accepied an 29042005 04:13 PM.

apen Sourtn

Access version: 9.0
Access folder; C:\Program Files\Microsoft Officel OFficed,
Front-end: C:\Program Files\MOEC 20000 I5A560. mde (1545 6.0)
Back-end: C:\Program Files\MOEC 20000 154560_be.mdb

Figure 2.2
3. If this is a first-time installation or if the comafer is a client computer on a
network, a dialog box appears.

a. Ifitis a first-time installation, clickOK and the programme will
complete the installation. (Figure 2.3)

b. Ifitis a client computer, see section 4.c on page
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School Administrative System Version 6.0 2Feb05

Developed by Interamerican Developrent Advisory Sepvices, Led, (IDEAS, Lkd.) Far the Mew
Harizons Far Primary Schools Project of the Jamaica Miniskry of Education and Culbure under
sub-contrack to Judrez and Associakes, Inc, and the Uniked States &gency for International
Dievelopment (LSAIDY, Contrack Mo, 532-C-00-98-12345-00,

Credits:
Mr, Bruce Mewman, IDEAS, Lkd, Team Leader . PR
Dr. Ernest O'Neil and Mrs, Jean Beaumont, Mew Horizons Project Directors
Ms. Mika Duncan, 1545 Implementation Team Leader :

iZomments or suggestions;
Mr. Bruce Mewrnan, E-Mail: bruce@datapro-sa, com:

Copyright € 2001, 2002, 2004, 2005 by Interarmetican Desvelopment Advisory Services, Ltd,
&l rights reserved, " !
Licensed under the Open Software License version 2 051 Certified Open Source Softwar:

Open Software License
21

Jamaica School Administrative System Yersion 6.0 2Feb05

1545 6.0 has detected that vou have installed the systerm in CiProgram Files\MOEC 20004 and that this is & new installation,
Press ok bo continue or Cancel if wou are setting up a network client {the back-end will be removed so you can browse For the
back-gnd an the netwark),

‘Cancel

9.0
Ci\Program FilesiMicrosoft OFfice\OFfice!,
Fronk-end: :\Program FilesiyMOEC 20000 J5A560. mde (1545 6.0)
Back-end: C:\Program Files\MOEC 20001134560 _be.mdb

BCCess version:

Access Folder:

Return ko 545 I

Figure 2.3
4. If a previous version aISAS exists or if the computer is a client on a network
the programme requires decisions to be made asvsill

a. If the computer is the back-end server, which dostthe database for
networked computers, a dialog box will displayis@the old files are to
be converted as shown in Figure 2.4. The files rhastonverted. Click
OK

b. The conversion process takes several minutes.
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Jamaica School Administrative System Version 6.0 2Feb05

Developed by Interamerican Development Advisory Services, Led. (IDEAS, Led.) Far the Mew
Harizons For Primary Schools Project of the Jamaica Ministry of Education and Culture under
sub-contract to Judrez and Associates, Inc. and the United States Agency for International
Development (USAID), Contrack Mo, 532-C-00-98-12345-00.

Credits:
IMr. Bruce Mewman, IDEAS, Lkd, Team Leader
Cr. Ernest C'Meil and Mrs, Jean Beaurnonk, Mew Haotizons Project Directors
IMs. Mika Duncan, 1343 Implementation Team Leader

Comments or suggestions:
Mr. Eruce Mewman, E-Mail: brucei@datapro-sa.com

Copyright € 2001, 2002, 2004, 2005 by Interamerican Development Advisory Services, Ltd,
All rights reserved. '

Licensed under the Open Software License version 2 051 Certified Open Source Software
Open Software License

Jamaica School Administrative System Yersion 6.0 2Feb05

1545 6.0 has detected that you have installed the system in C:\Program Files\MOEC 2000Y and that this is anupgrade
installation.
Press Ok to continue or Cancel iF you are setting up & network dient (the back-end will be temoved so you can browse for the

back-end on the network),
oK, I Cancel

9.0
C:\Program Files\Microsaft OFficeOFfice!,
Front-end: Ci\Program Files\MOEC 20001154560, mde (1545 6.0)
Back-end: (C:\Program Files\MOEC 2000054560 _be.mdb

ACCess version:

Access folder:

Reburn ko 15435 !

Figure 2.4

c. If this computer is a client on a network, cliclancel This will remove the
back-end database 388AS can look for the back-end server on the
network. This must be very well thought out. Theleand server is the
only computer that contains the database. All tdi@m the network use the
back-end computer.

d. The programme will look on the network for a bacidelatabase. The
back-end database is located on the back-end séhaiback-end server
must be upgraded first before the clients.
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Jamaica School Administrative System Version 6.0 2Feb05

Developed by Interamerican Development Advisory Services, Led. (IDEAS, Ltd.) for the Mew
Horizors Far Primary Schools Project of the Jamaica Miniskry of Education and Culkore under
sub-contract to Judrez and Associates, Inc, and the United States Agency For International
Development (LSAIDY, Contrack Mo, 532-C-00-98-12345-00,

Credits:
Mr. Bruce Mewman, IDEAS, Lkd. Team Leader
Dt Ermest O'Neil and Mrs. Jean Beaurmont, Mew Hotizons Project Direchars
Ms. Mika Duncan, J545 Implementation Team Leader

Comments o suggestions:
Mr. Bruce Mewman, E-Mail: brucei@datapro-sa.com

Copyright © 2001, 2002, 2004, 2005 I:uy Inkeramerican Develupment Adwisory Services, Led.
&l riohts reserved
Licensed under the Open Software License version 2 951 Certified Open Source Software

Cpen Software License

Jamaica School Administrative System Yersion 6.0 2Feb05

The required back-end database file '154560_be.mdb' was not found where it was expected in the 'C:\Program
FilesiMOEC 2IZIIZIIZI'|, Folder. The network may be down or the machine where the back-end database is located is
turmed aff, IF wou want Ea ke bo locate the file on wour syskem ar netwnrk press OK. Press Cancel if yu:uu do not wish
ko try bo locate the back-end database at this time.

(] s I Cancel

fccess version: 9.0
fccess folder: Ci\Program Files\Micrasaoft OfficelOffice!,
Fromt-end:  CiiProgram Files\MOEC 20001134560, mde (1545 6,00
Back-end: C:\Program Filles\MOEC 20004154560_be.mdb

Returm ko JSAS i

Figure 2.5

e. A dialog box will appear, asking for the directqgth to the back-end
server as shown in Figure 2.6. Click by Network Placedocate the
computer'sMOEC 2000directory and click the fildSAS60_be.mdidhe
programme will complete the linking process andmoieJSAS Main
Menu.
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Locate back-end database file

Look jr: | =3 MOEC 2000

: _2 CensusBIank.mdb

: Copy of MIJEC 2000_be no data.mdb
MyFRecent [ 1585

Documents =

| e E e E

60.mdb <, Ltd. (IDEAS, Ltd.) for the Mew

560 be.mdb ¢ of Education and Culture under
Maintenance 5 0.mdb States Agency for Inkernational
T .

@

Desktop

s Project Directors

My Documents

velopment Advisory Services, Led,

My Computer Certified Open Source Software

&

riginal work of authorship {the

by W &bwork, File: name: IJ SASED be.mdh .j Open he Following notice immediately
Flaces -
Files of twpe: A * mdb Cancel |
= I Cese L et ;I - fa world-wide, royvalty-free, non-

ing:

T J
a. Oto reproduce the Original Work. in copies;
b, Oto prepare derivative works ("Derivative Works") based upon the Original Work;

c Cbo disteibnite conies of Fhe Crininal Work and Devivative Works o bhe noblic, with the

License was accepted on 29042005 0326 PM. X
apen ourt:
Access version: 9.0
Access folder: C:\Program FilesiMicrosoft Officel Office)
Front-end: C:\Program FilesiMOEC 20000J5A580. mde (1545 6.0)

Back-end; C:\Program Files\MOEC 2DDU'I;JSA56IJ_be.mdb

Return to 15A5 |

Figure 2.6

N.B. Previously after installation, the back-endatsase was removed
manually. This new version does this automatically.

5. JSAS is now ready to customise to a particular glcAide school will enter the
name and campus criteria, teachers, classes, ssudén The following
information will help accomplish this task.

Selecting a School Name

1. To select a school name, click on théministrator Modéutton circled in red in
Figure 2.7.
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Ministry of Edwcation, Youth and Culture
Jamaicar School Administrative Systenm
[ o9999 || **% NO SCHOOL HAS BEEN SELECTED *** |
MAIN MENU

Forms to Enter and Maintain Forms to View Reports and

Information with: other Utilities:
Fecard Student Atendance ;A ; 6 0 Fepars Menu
| — ™1

Class and Student
Infarmation

{Afiendance Simmary:

e sal Logged in as: *** NOT LOGGED IN *** EXIT
NOW [ Wecnesday, November27, 2002 | L

Administrator \[eacher
Mode Mode

a. Clicking on any other button will display the megsahown in Figure 2.8

Figure 2.7

Jamaica School Administrative System Yersion 5.0 300ct02

You haven't selected your school yet. Use the Administrative Mode button to do
s0.

Figure 2.8

2. The box in Figure 2.9 shows the School selectismn IClick the drop arrow list
box circled to display the list of schools.
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Ministry of Education. Youth and Culture
Jamaica School Administrative System

90999 || *%% O SC1 ID0L 11AS5 DECN SCLOCTCD **7# |
MAIN MFHL

larms 1o Coter and

Meintein Infoimation it J S A S 6 ] 0 b '.:u‘.’ﬂ.'l.."" i

Attzndance Summay

clcometo 112 Jamaics School allminisraiva Syeziaml
Flecse wae b e oull-d o nene bl loidariie oo =t uul,
lfwou dan'tfiscwas school waumigr nzed o ocd itto th= list
uzing t12 Add hlew School” button lozsted be owthe pull-cowq

I,

Me=l prass the =at=ckool” buttonwwhichwl apgear atba nckt

“Yohan

Clhoslizie o vl Auinislralr Mode
Acminisirals Tcacher )
hece Made

Lugged in os. ** NOT LDGGED TN ***
[ Mreetu, Febnuar 7, 20 L

Figure 2.9

3. Alist of schools displays, sorted by the schoaleeaumbers (Figure 2.9). Scroll
down the list and select the appropriate schooté(smthool name.
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Ministry of Education, Youth and Culture
Jamaica School Administrative System

98999 | | #%% MO SCI00L 11AS DCCN SCLECTCD +4 %

MAIN MFHNLI

JSAS 6.0

larms la Coter ond
Hainlain Infoimalion with:

clcometo 112 Jamaice Schoal administaive Syzeml
Flecse wse b e oull-ud o nei belo loid 2rtiie saour <ok ool
It wou don'tfiadwoa school you migy nzed o acd itto thz list
Lzing 112 'Add hlew Sckool” button lo2sted be owthe pull-c ows

(i p=glPH

Mo, pracs the sat =chool" button which wil aprear at be nckt
to rzcerdwou: s=lecion

Form: to Yiew Neports and
other Ulikbes:

Artzndance Summay ‘

Add Hew
Lchool

*¥ NOT LOGGED IN ***
inrrdaw, February N3, 2NNe

Acrinisiratz

Lugged oo,
kece I

Teache:
Made:

Figure 2.10

4. After a school is selected,Set Schoadbutton displays next to tt&topbutton,

circled in red in Figure 2.11.
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Alman 1own Primary
Alpha Primary

Hoys lown All Age
Calabar All Age

Central Branch All Age
CheLulzh Park Primary
5t. Androw Drimary
Flleslun Prinary
Frarklyn Town Primary
Hnky Family Primary
Morth Street Congr, Primary
Hort Royal Al Age
Rennock Lodge All Age
Rolington 1own Hrimary
5t. Albans Primary
Jesse Ripall Primary

Sl Arme's Priviary
Georges Gids Primary
A1, Michads Primary
windward Road All Age
normAan Rardens All Ane
Clan Carthy Primary
Lenham |own Hrimary
Orrasby Hall Frimary




Ministry of Education. ¥ outh and Culture
Jamaica School Administrative System

99999 || *##¥ ND GO I00L 11AS DLCN SCLCCTED *+* |
MAIN MFNLI

Torms to Yiew MNeports and

Maintehn Il saakion st J S A S 6 ] 0 ou...,. um.e

Attzndance Summay

cloame totaz Jamaics School administraiva Syzaml
Fleicse st b e aull-down nenu belo loid aelily o =ck ool

It wou don'tfiacl voa school woumigy nzed o acd itto th= list
Lsing 112 ' Add Rew Sctool” button lo2sted be ow the pull-cow
=l

Mo, pracs the "=at bckool" buton which wil sppear atbe nckt
to recerd wou s=lecion

01001 Allman Town Primary

Add New
Schoal

It

Lugyged in os. ** NOT LOGGED IV **

Acriinisiraty Teacher
vinnrtae, Februar) 03, 2Nns 5—4

cce Mode

Figure 2.11

5. If the school name is not in the list, click on #haéd New Schodjutton, circled in
red in Figure 2.12, to manually input the schoaeand name.
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Ministry of Education, Youth and Culture
Jamaica School Administrative System

93999 || #+% N0 GO I00L 11A5 DLCN SCLLCTCD *#+* |
MAIN MFNU

lorms 1o Coker and

Torms to Yiew Neports and
Hainlain Infoimalion with: SAS 6 0 other Ulikbies:

Artzndance Summay

cloometo 112 Jamaice School administraiva Sezeml
Flecse use b e oulld o e Belo o id 2l oo st ool
It wou don'tfiachvoa school yaumigr nzed o acd itta iz list
Lzing 112 LAdd Rlewe School” button loosted be owthe pull-cown

([ p=gle

Med, pracs the Ysat=chool” button which wil apgearattanck

ta rzcerd vou sslecion @
Add Hew
Yehool

Clics lizie Lo enler Ackinislr e Fode
Acminisirats” I Teacher | T

kcce Made

Luyyed in by, ** NOT LOGGED IN **+ [s]]

shnerau, Februars 0A, 20ns 5—4

Figure 2.12

TheCorrect a School Name or Add a New School to tiseeSscreen (Figure 2.13) will
appear. This screen allows modification to the sthame or addition of a new school to
the school list.
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Ministry of Education. Youth and Culture
Jamaica School Administrative System

25999 || 4% NO 5C1 100L 11AS DLEN SCLLCTCD *** |

MAIN MFRNLI

Forms to Yiew Neports and
other Lliltics:

The Farm dlows you ko vod Py the Szhool harre or ade a schocl zo che

School L=: the svekam Lsaz, Enzer thainformation nths Felds balow and & S UMMy
elcome o112 N precs the racpactiva button. Yeu wil no: 53 alowed bo daplcaze any
e szing School ID Mumbers.

Farms 1o Crter and
HMainlzin Infeimalion with:

A [

Correct a School Name or Add a New School to the System

Flecse use e
Bezause the School Lisk s contamed in the Js685 system rather than your

s~horl's d=a files, Fyanlars rstall a nes sessinn Af tEe 1-65 progean

It i vl wdl wn i mas have te tepeat -his Arcress Erheschinnll s qasn't been
= 1 Adz b
I

obe -ha Schecl 10
Humbet (5 digizs, rc

KE Ethe P Enboe che 5c I3 =
tou.oﬁl e : - @

ho i > B Exit Farm |
. Gkl ereluaddthe iz Sl ool D 0 sull Typei Tunnalon|

Luygyed in oy, ** NOT LOGGED IN *** CXIT
[ et Febraar A, 2N L

Acminislraty Teacher
becee Made

Figure 2.13

1. Enter theSchool IDnumber by typing the new school identification Hugmin
theEnter the School ID Numb#ext box.

2. Type the school name in tlter the School Nantext box.

3. Click theAdd New Schodjutton to add the school to the list.

4. The message box shown in Figure 2.14 will be disggalathen click th€©K
button.
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Jamaica School Administrative System Yersion 4.3 03Jun02

The school was successfully added to the system.

Figure 2.14

5. Next click theExit Formbutton to close the screen.

The school code and name just added is ready $elbeted from th&chool Selection
List (Figure 2.11). After selecting the school nanliekdhe Set Schoadbutton to finalize
the process.

If the name of the school was listed but the infation was incorrect, it can be modified
using theCorrect the School Nanw Add a New Schodidutton discussed under the
School Year Setugection on page 48.

Administrator and Teacher Modes

The programme is now ready to accept data. Theescshown in Figure 2.15 is the
default screen. From this screen, access is gaingdo the attendance summary by
clicking on theAttendance Summabutton circled. In order to perform any other
activity, the teacher or administrator must lodpynclicking on either thé&dministrator
Modeor Teacher Modéutton as shown circled in red Figure 2.15.
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Ministry of Education, Youth and Culture
Jamaica School Administrative System

01001 || Alman Tovm Primary |
MAIN MF NLI

F'orms la Coter ond Forms to Yiew MNeports and
Mainlain Infoimalion with: I SA S 6 0 cther Llilics:
Rerard Shidert
Lhenanne | IR R

Clazz and Studert ‘

[RIETRE T Artzndance Summay

T m AL yued in ox. Alkinsurs, Mrs, Winsuine J CRIT

ow “uesriay, Frhman 3 7Ni4 LS

Acminizirats
becce

Figure 2.15

The Administrator Mode
The Administrator Modas for the administrators (principals) and shdwae password

access. Clicking oAdministrator Modeallows the administrators access to the following

functions (Figure 2.16):
1. Record Student Attendance
Class and Student Information
School Information and Setup
Teacher Information
Student Enrolment Records
Create Classes and Manage Registration

N o o bk 0D

Principal’s Page

The functions are detailed in the subsequent clspte
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Ministry of Education, Youth and: Cultuwre

Jamaico School Administrative System

Hazard Primary School
MAIN MENU

[ 13001 ||

Forms to View Reports and
other Utilities:

Formg'to Enter and Malqtain
Information with:
Record Studsnt Atiendance ;A ; 6 0 Reports Menu
| L} |
Clacsland S_tudent Aftendance Summary
Information

School Information and

Setup
Teacher Infarmation Backup the Database
Recovera Backup of the
Database

Student Enrolment Recards

Create Classes and
Manage Registration

Principal's Page

Logged in as: ¥** ADMINISTRATOR *#** EXIT
[ \ednesday,Novemberzz,2002 | e

Figure 2.16

LOG oUT
NOw

Mode

Administrator Teacher Mode

The Teacher Mode
The Teacher Mode is covered in greater detail imdica School Administrative System

(JSAS), Users’ Guide, page 2
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Ministry of Edrwcation, Youlth and Culture
Jamaicar School Administrative Systenv

| 13091 ‘ | Hazard Primary School ‘
MAIN MENU

Forms to View Reports and

other Utilities:
;A ; Reports Menu
] —|

Attendance Summary

Class and Student
Information

Logged in as: Bennett, Ms. Dayton M EXIT
[ \Wednesday Movemherzz 2002 | o)

LOG OUT
NOW

Teacher
Mode

Adrministrator
Mode

Figure 2.17

About JSAS

Additional information about the developers of thastware is available by clicking on
the Jamaican Coat Of Arms.
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SCHOOL

INFORMATION AND

SETUP

This chapter looks at entering term start and exteds] subjects, grades and school census
data. It details how to setup a password to ptdbeAdministrator Mode

CONTENTS

School Information and Setup

Correct School Name or Add New School
School Year setup

Particulars Setup

Organization and Programmes

Facilities

Other Data

Administrator Password

Teachers Passwords

Assessment Test Setup
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School Information and Setup

The School Information

and Setwggreen is accessed from théministrator Modeby

clicking on theSchool Information and Setilgutton (Figure 3.1).

Ministry of Edrvcation, Youlthv and, Culture
Jamaica School Administralive System

‘ 13091 H Hazard Primary School |

Forms to Enter and Maintain
Information with:

Record Student Attendance

Class and Stuclent
Fiormation

Teacher Information

Student Enralment Records

Create Classes and
Manage Registration

Principal's Page

Teacher Modle

Schoal Information and
Setup

MAIN MENU
Forms to View Reports and

other Utilities:
SA ; 6 0 Reports Menu
] e —|

Attendance Summary

Backup the Database

Fecover a Backup of the
Datahase

Logged in as: %% ADMINISTRATOR *** EXIT
[ Wednesoay. Novemberzzziz | B

LOG OUT
NOwY

The School Information

Figure 3.1

and Setwggreen displays as shown in Figure 3.2.
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School Information and Sety
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Firtt Tamn Sernnr Term
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Friduy, Dacarbar 12, 2012 Sricay. March 26, 2004

Ianday, Septembar 02, 2002 Panday, Zawuire O, 2002
Friday, Cwen iber 13, 2002 Stiay, Mah 21, 2033
Manday, Seprember 03, 2201
Fridvy, Dacarber 14, 202.

Flonday, Zauary 0T, 2002
lisdharday. Manh 20, 2002
Manday, Scpremtber 04, 200

tienzra Brmnzre Educaticn

Arilhura Saeres

. I
Infancs 2
tirie
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Ginde 3

.zb et aking

Ting

=
£
Frr el gt <<l 4l

[Csterng and Focd Freps stion

JO02COooO0QECEOARE
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Thrd Tern
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Fridar, Juy 09, 2004
o ay, Gl 07, 2002
Frikay, uy 04, 2003
viday, Aol 03, 2002
Wadnszday, Jubr 02, 2002

anday, Aadl 22, 2001

B sstall g Ui besws il Lz
Lislww. =l loans il aulumsliclly
haxe ll-ese vauss filed inwhen
wou lirs! oper s

Salaz! te cura:
Sohaol vea vere:

=Z000-2C01 - I

Selent = nrranl
Tem e

Zrigtingz -

“uursrlay, Fehman 10 204

Figure 3.2

The main components of this screen are:

Flan o
Mair anuy 4

Modify or add
new school

Return to the

Main Menu

1. Menu Tabs -School Year Setup, Particulars, Organisation/Prograes,

Facilities, Other Data, Administrator Password, €aar Passwords, Assessment

Test Setup

2. TheCorrect the School Name or Add a New Scliodion.

Correct School Name or Add a New School

TheCorrect School Name or Add a New Schmatton is used to modify a school
name or add a new school to the school list:

Click theCorrect the School Name or Add a New Sclvadion.
Follow the steps tddd a New Schodideginning on page 39.

TheReturn to Main Menbutton is used to close t&ehool Information & Setup
screen and return #ddministrator Modescreen.
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School Year Setup

The School Year Setupab sets the dates of each term in a particutevdgear.

1. Click on theSchool Year Setupab of theSchool Information and Setup

Form (Figure 3.3).

2. Select the year that is to be set up.

3. Click in theBeginstext box under the labé&lirst Term

Eile EJL Furmzl s Doery Zuuls winduw B

3

]

JSAS Sechool Information and §

Suhudd Yo 13091 Hacaw Pranary 5 chwul

Srhen Ve
2042006

Firtt Tama

Friday, Dacarber 12, 2002

Begrer  Manday, Seprember 02, 2202
Erdk: Friday, Do ber 13, 2002
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Ercki Friday, Dacarber 14, 200
2000 2004 Begrai  Monday, Seprernber 04, 2200

Subject:
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.
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[Exalinn, Erireering
IFaing ~Feneir oy
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JO0QCOOnAcELQE[AE|E
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Correct lhe Gohaal Hame or Add a New Gchoul|

ne Torn

MM Click on the Zasndar e set tha cate . - 05, 2034

Shcay. March 26, 2004
Monday, Jawary 04, 3033
Sivay, Wanh 2L, 2003

[Manday. s 07, 2002
Wsdvazday, Mirch 20. 2002

Tnfants 1
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Grade 2
Ginde 3
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Grade &
Ginde 7
aralk
trade
‘iz 10
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L T O I B I AR I VA |

Thed Tern

woday, ol 0F, 2004
Friday, Juy 09, 2004
Woday, 8l 07, 2003
Friday, Juy 04 2003
o, Gl 03, 2002
thadnezdiy, Juky 02, 2002
ondary, Aorl 22, 2001

B selliwg Lhie By cunil ol
Ll 2l T adll auluniaticells
have IFese vaues filed inwhen
wou lirs! oper- H=a.

Salazl the cuman:
School ear ners

2000-z001 -

Gelert ta rorant
Termhere

Zvizhnas -

FiztrAnr FAszmnr I T 2arher Prazwmirs ] Azermzment Test SRIE |

]

4. Click the calendar icon next to the school yeawgen the calendar

(Figure 3.4).

Tnesrday, Fehroan 102004

Figure 3.3
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JSAS School Information and Setup
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Erdsi Friday , Draer
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e P e Scptember 2004 Al
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Figure 3.4

5. Select the start date for the term required.

lect date for the 5 IAR] of the CHEIS IMAS larm 2004 -2005

1=
Sepkocmiber 2004 &
Wi Yo I We 1th B .a e a
u—> L oz 3 4 . Ment

S 6 F 03 00 13 L:

1z 13 14 15 1o 17 L0

1= 20 Zl Z2 23 24 &5

2EZF 2B 29 0 Use tha Date g

selacted

Frase the 1A0R

Figure 3.5

a. The day, week, and month navigation buttons nagiti@athe
appropriate date. Use the arrow keys beside thasens to find
the date needed. (Figure 3.5)
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b. Click on the appropriate date on the calendar hed tlick on
theUse the Date Selectéuitton. (Figure 3.5)

c. Repeat steps 3-9 to input the remaining start adcdates for
the remaining terms.

d. TheErase the Datéutton is used to delete a previously selected
date.

NB: Enter all the start and end dates for each teffor the school year at
the same time to avoid problems in the future.

3. Select the required subject areas by checkinggheogriate box beside each
subject. The subjects are a listing of all subjeffisred by the Ministry of
Education (Figure 3.6).

Eilbe EUL Furmal i Daey Zouls sidoe Hee =
JSAS School Infermation and Setup
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“uesriay, Fehruan 10 2004

Figure 3.6

For primary schools, the subject would be Generahdy Education. For
Grades 7 to 13 in an All Age or Junior High andlidichool, select all the
subjects offered at the school by checking thetbdke right of the subjects.
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4. Select the grades that are available in the sdhoohecking the box to the right
of the grades offered (Figure 3.7).
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Figure 3.7

5. Select the present school year by clicking the dimpn arrow in the text box
labelledSelect Current School Yeéfigure 3.7).

6. Select the current term by clicking the drop dowiow in the text box labelled
Select the Current Terf(figure 3.7).

NB: Please ensure that the school year/term is chad at the start of a new school
year or new term.

Particulars Setup

TheParticulars Tabcontains information about the school, such asTofSchool,
Principal, School Board Chair, Region, and TeleghNomber.

1. Click on theParticulars Tab of theSchool Information and Setdqorm (Figure
3.8).
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Figure 3.8

2. Click in theSchool Typelown arrow list box and click on the school typani

the list provided by

the Ministry of Education. gbre 3.9)
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Figure 3.9

3. Click on the down arrow next to the list box€&svnership TypeOwnership
RegionandParishand fill in the information that pertains to theheol.

4. Click in the text boxes labelle&ddress Supervisory AreandConstituencyand
type the appropriate information in each box. (Feg8.10)
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Figure 3.10

5. Enter the appropriate information in each downwarist box and text box to

complete the particulars form.
Organizations and Programmes

TheOrganizations and Programmd®b is used to enter information that pertains to

programmes within the schools.
1. Click theOrganizations and Programmdsb of theSchool Information and

SetupForm. (Figure 3.11)
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School Mo | 13091 IHazar i | Correct the School Name or Add a New School |
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Return to
Friday, Movember 28, 2002 Main Menu

Figure 3.11

2. Click on the down arrow next to the list boxes &ilhdh the information
pertaining to the school.

3. Click in the text boxes and type the appropriatermation in each box.
Click in the checkboxes to check the appropriatermation.

Facilities

TheFacilities Tab contains an inventory of all the facilitiegtae school.
1. Click theFacilities Tab on theSchool Information and Setdform (Figure 3.12).
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2. Click on the down arrow next to the list boxes &ilhidh the information
pertaining to the school.

3. Click in the text boxes and type the appropriatermation in each box.

4. Click in the checkboxes to check the appropriatermation.

Other Data
The Other DataTab contains miscellaneous information regardivegsichool.

1. Click theOther DataTab on theSchool Information and Setdwrm. (Figure

3.13)
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JSAS School Information and Setup

Correct the Schaal Hame or Add a Hew Schoal
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Figure 3.13

2. Click on the down arrow next to the list boxes &ilhdh the information

pertaining to the school.

3. Click in the text boxes and type the appropriatermation in each box.
4. Click in the checkboxes to check the appropriatermation.

Administrator Password

It is advisable to record akdministrator Passwords security against unauthorized
users. Ensure that the password choice is easilgmdered and a combination of letters

and numbers.

1. Click the Administrator Passwordab on theschool Information and Setlform.

(Figure 3.14)
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Figure 3.14

2. Click theClick Here to Enter or Change the Administrator B\erdbutton
circled in red. (Figure 3.14)

3. Click in the text box labelleBnter New Passwordnd type in the password in the
space provided. (Figure 3.15)

4. Retype the password in the text box labeRedenter Passwor(Figure 3.15)
N.B. Password must be typed the exact way it wavipusly entered
5. Click Record Passwortutton to save the password (Figure 3.15).
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JSAS School Information and Setup

Suhiud Hu 13091 Hazan Franay Suhouol Correct the Gohaal Hame or Add a New Gohoal
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Click to enter or
chiare: the
Adminizhalu paszreoid

Cnter a new password, of G characters
of less, no spaces, then press ENTER

Enter Now Password| ™
Heo-enter Password: ,7

Cancel Fassward

Fecoid the Fassword Change:

“uesray, Frhman 0704 \?alt:\rl’.llj'lg.ﬁu

Figure 3.15

Change Password
It is always a good idea to change passwords from to time, or when staff changes
occur.

1.
2.

Click theCancel Password Changpitton to delete the password.
Then repeat steps in tAeiministrator Passwordection on page 57, to change
the password.

Erase Password

Cancel (Erase) Password will remove the passwartdgiion from theddministrator
Mode

1.

Click theClick Here to Enter or Change the Administrator Baerdbutton
circled in red. (Figure 3.14)

Click in the text box labelleEnter New Passwordnd pres&nteron the
keyboard to delete the previously recorded password

Do likewise in the text box labelldgle-enter Password
Click the RecordPasswordoutton.
The Administrator Modes no longer password protected.
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Teacher's Password

Teacher’s passwords can be set by the teachdre Treachers Informatiosection on
page 66. If the administrator wants to set thewasss for each teacher, it can be
accomplished througheacher’s PasswordBab on theéschool Information and Setup
Form. Teacher’s passwords can be changed in tti®sealso.

1. Alist of all teachers entered into the databaspldys along with entered
passwords. If a teacher has not assigned a passhetelxt box is red, if there is
an entered password the text box is green andatbenmrd appears in the box.
(Figure 3.16)
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Figure 3.16

2. To assign a password to a teacher, click in thieliex to the right of the teachers
name and type the password and press enter talrdedchanges.

NB: The password must not be less than 4 and nag than 8 characters long.

3. To enhance security, the system will automatidallyoff teachers and the
administrator from the system after a certain arhofitime. To change the time,
click the down arrow list box and select the tirnethe system to be idle.
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4. To generate a random password for the teachers&voad, click theGenerate a
Random Passworbutton and a password will be generated in theltex below

the button. Cut and paste the password or typeatthe text box next to the
teacher’s name.

Assessment Test Setup

If the number of items or the cut-points for detirimg Mastery Near MasteryandNon-
Masteryis changed on the Student Assessment Instrunenvalues need to be changed

in the JSAS programme, which is used to evaluaddsits for the particular school year.
(Figure 3.17)
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Figure 3.17

1. Select the appropriate year to change by clickiregdown arrow list box labelled
Select a School Yeand click on the correct year. (Figure 3.18)
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Figure 3.18

2. After selecting the year, click the button of thettto changeGrade 1 Readiness
Inventory SetupGrade 3 Language Arts Diagnostic SetapGrade 3
Mathematics Diagnostic Setuf-igure 3.19)

JSAS School Infarmation and Setup
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Figure 3.19
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3. Atfter clicking on the appropriate test, a form agsefilled with the current
settings. Make the changes to the form and clielRéturn to School Setwgs

shown in Figure 3.20.

a. If there are changes to be made to the amountextiopuns under a section,
click in box to the right and type in the new sgbrg (circled in red).

b. If the amount of questions is changed, the cutesouist be reset for each
level: Non-MasteryNear MasteryandMastery This is done by clicking
in the box under each of the headings and typintgemew cut points
(circled in blue).

JSAS Schoal Infarmation and Setup
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Figure 3.20
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chéier

TEACHER
INFORMATION

This chapter explains how to add a teacher to #tebdise along with their vital
information.

CONTENTS

Teacher Information
» Particulars
* Qualifications
* Post Information
* Current Year Classes
» Classes Assigned in Prior Years
* Current Class Roster
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Teacher Information Setup

TheTeacher Information Setuporm allows teacher information to be enteredlasses
can be set up, attendance and grades recordetk@onts generated.

Click on theTeacher Informatiotbutton shown in Figure 4.1. This form is accessed
through theAdministrator Mode

Ministry of Education, Youth and Culture
Jamaica School Administrative System

01001 || Allman Town Primary |
MAIN MFNU

Farms la Crter and

Forms to Yiew Neports and
Maintain Infoimalion with: I SAS 6 0 other Uliitics:
Reenrd Studert
EHerrance m R e

Clazt and Studerk 2 :
Tt ralice Attzndance Summay ‘

Sl lufurialerran,
[

Teachizi Irfuinaiun > Bavkuo e Celabase
Shadznt Enrakacrt Fesover o Jaskup 2l the
Reccrde a:zbaze

Lreats Llazesz and

W znags Fecihigion

Piitcipal's Fage
i e e | LOG OUT Lugyged inos. Y ADMINISTRATOR *** &0
acherilute HOWw Tuesay, Fehman N3 2004 LS

Figure 4.1

The form displays with the following tabBarticulars, Qualification Post Information
Current Year ClassesndClasses Assigned in Prior Yegi&gure 4.2).

Particulars Setup

TheParticulars Tab is used to enter data on a particular teadimes.form can be used to
edit an existing teacher’s information. (Figure)4.2
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Figure 4.2

To edit an existing teacher’s information, clickttve down arrow list box, choose a
teacher (Figure 4.3), click on tllit the Teachebutton, and click on the text boxes and
down arrow boxes necessary to make the edits.

JSAS Teacher Information
VIEWING
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Figure 4.3
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1. To add a new teacher click tAeld a New Teachdyutton, circled in red on
Figure 4.4, and a blank form will open as showhigure 4.5.

JSAS Teacher Informatlan

VIFWING

Yo can use e basbo o 1o lossks £ beasher baacd o
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e
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Figure 4.4

2. Click in the text boxes and drop down list boxed gype in or select the
appropriate information where necessary.

3. Enter a password or have the principal set thewaaslsas described in the
Teacher’s Passworgection on page 60.
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JSAS Teacher Information

EDITING

You can use the baox below bo locate a teacher based on thei st name. Just
type tho fit few et of e [ast name then pul dovin the menu tab fo see

the kst of teachers. ; » | = Edit
[ =l it . i|  Teacher
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| RN ]
| S| |
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) Fetum to
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Figure 4.5

Quialifications Setup

TheQualificationsTab contains check boxes of various certificatiang diplomas
qualifying the teacher.

1. Click on theQualificationTab shown in th&@eacher Informatiofrorm (Figure
4.6).
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JSAS Teacher Information VIEWING

‘Yiou can usa the bax below o locate a teacher based on the Last name. Just Anderson, Miss Leila A
type the fis few letlers of the Last name then pull down the menu tab Io see

the ket of teschers. T ol
[ =] A L4 ragnas Teacher

Patigulars Quaifications | Post Infoemation | Curent Yaar Classss | Classes designed in Prior Years | Cursnt Yoar Class Rost |

Vs Recened First Qualfication | EEHE

Major Figdd - [Priman
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Dipfoma i Education [
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Doctorate i Education [

Return o
Tuesday, Februar 10, 2004 kgin Meru

Figure 4.6

2. Click in the text boxes and type the appropriatermation
3. Tick the boxes that apply to the teacher by cligkimthe boxes.

Post Information Setup
ThePost InformationTab contains the teacher statistics regardingipasat school
and within the Ministry of Education, Youth and Qué.

1. Click thePost InformationTab on thel'eacher Informatiofrorm shown in Figure
4.7.

2. Click in the text boxes and drop down list boxed &ype or select the appropriate
information.

3. After typing and checking where necessary clickAldd a New Teachdutton to
save the information.
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JSAS

Teacher Information VIEWING
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Figure 4.7

Current Year Classes

TheCurrent Year ClasseBab serves as a data access button displayingnatmn
on teacher activities. The information is derivexzhi data that is recorded after a
teacher is assigned to a class and students haweabdded to the class.

Click on the down arrow list box; select a teacAdre information displays in the

form (Figure 4.8).

-70 -



JSAS Teachsr Information
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Figure 4.8

Classes Assigned In Prior Years

TheClasses Assigned in Prior YeadFab serves as a data access button that allows
for information on teacher activities over the tezrts career.

Click on the down arrow list box and select a teachlihe information displays in the
form (Figure 4.9).

Ble Edt Format Wiew Query Tools Window Help =l
JsAS Teacher Information  \ipywing
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Figure 4.9
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Current Class Roster
TheCurrent Class Rostefab displays the students assigned to a partitegaher.

Click on the down arrow list box and select a teachihe information displays in the
form (Figure 4.10).

JSAS Teacher Information VIEWING
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Figure 4.10
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STUDENT
ENROLLMENT
RECORDS

This chapter explains how to add a student angithkinformation pertaining to that
student.

CONTENTS

Student Enrolment Records
* Adding a new student
» Editing a student record
* Repeating or Withdrawing a Student

* Student Assessment Scores
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Student Enrolment Records

The Student Enrolment Recorfierm is used to enter new students into the databa
to edit existing student’s information. The forrs@haccesses the Student Assessment
Scores.

The Student Enrolment Recordsreen is accessed from theéministrator Modeby
clicking on theStudent Enrolment Recorgsitton.

Ministry of Education, Youth and Cultuwre
Jamaica School Administrative System

‘ 13091 H Hazard Primary School |
MAIN MENU
Forms to Enter and Maintain Forms to View Reports and
Information with: other Utilities:
Record Student Attendance ;A ; Reports Menu
— ] S —
Class and Student Attendance Summary

Information

School Information and
Setup

Teacher Infarmation Backup the Database

Student Enrolment Records Recover & Backup of the
\ Database

Manage Registration

Principal's Page

Logged in as: *** ADMINISTRATOR *** EXIT

Administrator | TeacherMode | LOGOUT
...Mode NOwW Wednesday, Noverber 27, 2002 ] [
Figure 5.1

The School Information and Setup screen displayghag/n in Figure 5.2.

-74 -



JSAS Student Enrolment Records

You can use the bos at the right o locato 2~ Last Name Fist Hames Bithdsto Admisson He
shadent mdmth-riaﬂnama Juxtlype?hs \ i |
it fea bt of the izt T

ran 1210 < the it st 1 e o

Add a New Edit Enrolment VIEWING Enralmant Record of
| || s Student Recoid Annakay Adamsan

School Yeat FistEricled [TEEE | Grade Fict Envoled [ Gradel ] T T
Bitth C: Ll Purmb uus H
Bithdate [ 7173071991 | Sex [ Fomale - [
Lest Hame [Bdarzcn n|
First Hames [Frnakay
Address [47 Hazard Dive: ]
Parsh | Claierdon -]
Fathet Information ]
Mothet Information |
Telephen Infomaticr: l'!elenhweNumhel ! Home/w/ok/Hobie
» g

Miscelsrneous [Hazard Drve Basic School
Information

SchoolYear [ ]
ol Tem [~ -

Grace

Studenl Assessment Retumn to
Tuezdey. Febryay 102008 - Seorss Main Meny

Figure 5.2

The Student Enrolment Recorétsm will open inViewing Modeshowing the first record
in the list sorted alphabetically.
Add a New Student

1. Click on theAdd a New Studemiutton and a blank enrolment form appears as
shown in Figure 5.3.

JSAS Student Enrolment Records

tthe right to locate a - Last Hame Fist Mames Bihdste Admssion He
student based on ther last name. Just type the | i |
s e et of the 1t name then pull don e oo

menatao ses the o e e |
L‘ LJ

Edit Entolment EDITING Enralment Record of
Record New Record

Eniolnet Histoiy
SchoolVes FistEreoled [ | GradeFitErocled [ -] [ SdudYow 7o Grel Fapen Wi 4]
Binh Conificate Murber [ | Adrissinbumbar | |
Bithdate s -]
Last Name
Firt Hames
Address |
Pasish
Fathe Informaion
Mathet Informafion
Telephanz Infomationr [ Telephors Humber __ Honedwor/Mobie
¥ [ G
Miscelanedis
Irdcrmation
Sehool Year: E

Student Assessment Return to
Tuesty. Febuuar 10. 2004 - Seoies Main Menu

Figure 5.3

-75 -



2. Click in the text boxes and down arrow list boxed &ype or select the
appropriate information.

The following fields require an entry: Last Name, &x, School Year, Term, and
Grade. It is important to fill in as many fields aspossible, but if the required
fields are not entered, the enrolment will not occu

JSAS Student Enrolment Records

“f'ou can uze the box at the nght to locate 2 Last Name First Mames Birthdzte di Me
shudent based on her st name. Just type the | -~

first few letters of the |zt name then pull dowin the. ) T
1 if pos ko the Admission Number of the student you l:
s ek bo soe e bt of studerts are lockina for, type it in here aind press the Enter key

Add a New Edit Enrolment EDITING Enrolment Record of
4 » Student Record Clare voient
) Enrclment Hisbony
School Year Fisst Erccled [ | GradeFistErvoled [ ] Sthool Vewr_Tenn __ Grode Repeal Wildn <
Bih Corficate Number [ | AdmissionMumbec [ | =1
Bithdate[ | Sex [ Female -]

Last Mame [Voient |
First Names [Clare |

Address |
Pish -]
Fathet Irfarmation |
Mother Information |
Telephang Infomaticer Telephore Number Home Aok Mobde

[

Miscelaneous
Intormation

- 20042005 ~
Easter
: | Graded - i

Student Asseszmen Return to

Tuesday. February 10, 2004 B MaRbEe

Figure 5.4

3. Once the data is entered, click on Breol Studenbutton. This will save the data
and the record displays under therolment History

Editing a Student

1. Click on the down arrow list box and select a stud€he information displays in
the form in Viewing Mode (Figure 5.5).
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JSAS Student Enrolment Records

“fou can use the bax at the nght to locate 2 Lagt Mame Fist Names Birthdate
. smda&baﬂ:] o the kst ?\a::n .qusme x I
first hewe letters of the Last name ul n =
menu tab bo see the igl of shudenits. mﬁn Jnm ggj;\ja%‘l
| Alewander Oneit A& 15FebS2
" » Add a New Edit Er| Allen Athales 220ct92
Student Refajen Fitzicy Z4-bap80
. : . Allen Rlamars Tdug®
Sehool Year Fist Ervoled [ 1983 | Grade Fisst Ervoled [ (lillen Sadiney 10Seps3
Bith Cerlicata umber [ | Admsoion Number [ Vi o
Bithdate [ 1173071501 S [ Ardersan Anna Ly 2180w g1 [l
| Arderson Al 294up52 9986
5 oo fennn Anvderson Fikay 15unS0 5711
st o iy snderson Georgisn 03SepS] 6081
Addiezs [47 Hazaid Diive: tinderson Jonel g;@areaza oy
i 3 Andergon Kelar & -y 474
L R | Arderson L TrAugs 978
Fathe! Information Andsicon Nekesha 23GepS? 9513
Mother Irfarmation Arndersan Hevian 17Feb04 9907
i | Andersan Omar B 20-Sep 31 075
Telephonz Infamator: [ Telephone Nurer __ Home/wd 3rcletcon e s
Andsison Fiomaine T 2303 9542
Andessan Sharkal Uand 9343
Ardersan Shartal MMap95 9806
| Anderson Shevon 23-Jan-33 5444
Miscelaneous [Hazard Diive Basic Schaol irderson Sophiz 26-hug 55
Ffoemton Andersan Tarya 140 8531
Ardersan Tenarce 0hp2  H15
Arderson Tetlo 29.Dec88
findeisan Theodae 07Hovdd 9001
Ardeison Vanessa Jidand5 9605 ~
Sehodl Yaar.
irol Studery Tem -
Giads: - -

Return to

Student Assessment
T, Py 10, 2004 s Ko M

Figure 5.5

2. Click on theEdit Enrolment Recorf@lutton and click in the text boxes and down
arrow list boxes and type or select the appropidtemation (Figure 5.6).

JSAS Student Enrolment Records

“You can use the box at the night to locate 2 Last Mame Fust Mames Birthdzta Adrression Me

shudent based on ther lzst name, Justtypethe | -

firet v lettere of the lzst name then pull down the e :
o krvow the Admission Number of the studert you

mentab o sesthe i of shaenis ' 0T 0 ol e o st Emer s |

VIEWING Enrolment Record of

4 » Add a New Edit Enrolment
Student Record Annakay Adamson
School Yo Fest Ereclod [TEER | Girade Fit Ervoled “Ere T Giade  Fepeal Wibdun a
Binth Certlicate Number [ | Adrission Number e e L
Bithdate [ 1173071551 Sex Emier  Guded  [1 [
Last Mars [Edamecn Tl S
First Names |[Annakay |
Address [47 Hazard Drve I
Faish | Claierdon  ~ ]
Fathet Information |
blother Informatian: |
Teleprrne Informatir Telephane Number Honedwork/Hobde
¥ i
Miscelisnecuis [Hazaid Diive Basic Schaal
Infarmation
Schodl fear
Temm -
Gradz: -

Return to

Student Assessment
Soores Main Menu

Tuesday. February 10, 2004

Figure 5.6
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3. The information is updated after changes are madleetfields and thAdd a
New Studenbutton is clicked. Th&nrol Studenbutton will highlight if a new

school year, term and grade are entered. ClickeEnrol Studenbutton and the
new information displays iEnrolment History

Accessing a Record Using the Student’s Admission Niber
To access a student’s record using the student'ssatbn number, click into the text box

directly below the student list box, type in theragsion number and press the enter key
(Figure 5.7). The student’s information displaysha Student Enrolment Record Form.

JSAS Student Enrolment Records

“fou can use the box at the nght bo locate 2 Last Mame
shudent based on ther kast name. Just type the

Admission

first fews letters of the last name then pull down the r Ty
e g Or iF ot ko the Admigsion Number of the student vo

. ; Number
e locking for, tpe it in here and press the Enter kel
add a New Edit Enrolment VIEWING Enralment Record of
1 4 Student Record i I
School Yea Fitst Erealed Grade First Erroled Grade1 = (7 Schol Yeur: T Grade  Repeat Withdrswn
Bith Certiicate Numbet [ | Adission Numbet [__ 0102 b 200200 Cg";g‘ g:ﬁ:g 1 Enrolment
Bithdate | 2/15/1992 L Male d || z000-2001 Summer Grade 3 B ]
Lask Mame |Alznarda:

First Names {Oneil &,

| [Z000a002 Chesime  Graded [ ] [
[ [Z00Ta07 _ Ewier  Graded
F013002 _ Cummer__ Grade 4

History

Address [Canzan Heights |

Patish

Clatendan

|

Father Information

Mother lformation | T elma Daviz

Telephane Infamaticer Telephore Mumber HomeAW ok Maoble
b
Miscelaneous [Hugh Sheslock Basic School
Information [Fuly Immurized
Sehool Yaar -
Term x —
Grade: T .

Tuesday, Febroary 10, 2004

Fieturn to

Sludent Assessment
hain Manu

Soores

Enrolment History

Figure 5.7

TheEnrolment Historyshows the student’s history at the school andaflgs were
repeated or withdrawn, within each term. (Figur@ 5.
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Repeat check box

1. A studentis promoted into the next grade afterstimamer term. Students not
promoted are checked Bepeat This ensures the student will not be promoted to
the next grade for the new school year.

2. In order to re-enrol this student to the same goddkee new school year, click in
theSchool YearTerm Gradelist box and click on the new school year, terrd an
grade respectively.

3. Click theEnrol Studentommand button to register the student in thesdlaisthe
new year and term.

Then follow steps in Chapter 6 undeegistering Students in Classesassigning
this student to a class.

Withdrawn Checkbox
This button withdraws a student for a term. RedetheWithdrawing a Student for a

Termin Chapter 6 on page 93, for information on thisakbox.

Student Assessment Scores

Once a student’s record has been retrieved, theniolg scores can be viewed or
enteredGrade 1 Readiness Inventory, Grade 3 DiagnostitsTasd Grade 4 Literacy
TestandGrade Six Achievement Test

Grade 1 Readiness Inventory

Adamson, Annakay(B145) 1

Grade 1 Readiness Inventory l Grade 3 Diagnostic Tests | Grade 4 Literacy Test ]

| Readiness Inventory Test Scores ‘

Tested in'School Year: 2001-2002 -

TOTAL RAW %
ITEMS SCORE

1. Visual Motor Coordination 5 100%

II. Visual Perception 10 100240

11, Auditory Perception 15 10 67%
TV, Number Knowledge 10 “ 90%
and Letter Knowledge

TOTALS 40 34 85%

_ Almost Mastery Mastery

Exit Form

Figure 5.8
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TheGrade 1 Readiness Inventaagsesses students in four ar&asual Motor
Coordination, Visual Perception, Auditory Perceptiand Number Knowledge and
Letter Knowledge (Figure 5.8)

The form opens with the student’s name in the kide the four areas tested and the
totals for each section. Select the year to entedi the raw score the student obtained,
and the programme computes and ranks the studasesl lon cut points set in Chapter 3
underAssessment Tests Setpage 61.

1. Select the year by clicking the down arrow list babelledTested in School Year
and click the appropriate year.

2. In the raw score text box, type score that theestudeceive for each section and
the programme calculates the percentage.

3. The grade each student receives is ramkastery Near MasteryandNon
Masteryas shown in the key.

4. When the scores are entered, the raw score textdiour will change to reflect
the child’s ranking: blue foMastery green folNear Masteryand red folNon-
Mastery (Figure 5.8)

5. Click on theExit Formbutton to close the form.

Grade 3 Diagnostic Tests

Adamson, Annakay(8145)

Grade 1 Readiness Inventory Grade 3 Diagnostic Tests 1 Grade 4 Literacy Test ‘

‘ Language Arts Test Scores | ‘ Mathematics Test Scores ‘
Tested in School Year: Tested in School Year !

TAOTAL RAW % TOTAL RAW %

ITEMS SCORE ITEMS SCORE
L. Phonics 10 I. MNumber 30
II. Structure /Mechanics 20 II. Estimation and 10

Measurement
III. Vocabulary 8 III. Geometry i
TV. Study skills 10 IV, Algebra 8
V. Reading and Listening 12 V. Statistics 3
Comprehension
TOTALS 60 0 0% TOTALS 60 0 0%
VI, Communication Task
[[NonMastery | Almost Mastery Mastery

Exit Form

Figure 5.9
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The Grade 3 Diagnostic Testssesses students in the two subject akeaguage Arts
andMathematicswith different sections under each subject area.

The same steps apply in entering the scores assdisd inGrade 1 Readiness Inventory
Grade 4 Literacy Test

Adamson, Annakay(8145]

Grade 1 Readiness Inventury] Grade 3 Diagnostic Tests Grade 4 Literacy Test l Grade 6 Achievement Test ]

| Literacy Test Scores |

Tested in School Year: 1999—2000 - I
MNot At Rislk TOTAL RAW k]
ITEMS SCORE

I. Word Recognition 40 40 100%
II. Reading Comprehension 30 28 93%
II1. Communication Task 8 7 88%

TOTALS 78 75

Exit Form I

Figure 5.10

TheGrade 4 Literacy Tesissesses the students in the three avéasl Recognition,
Reading Comprehensi@md Communication taskThis test gives the student an overall
rank.
The ranking will appear as shown in the key, inlgfecorner, and is the ranking for
the total of the categories. The actual raw scatksppear red if they are in thi
Risklevel.

The same steps apply in entering the scores assdisd ifGrade 1 Readiness Inventory
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Grade Six Achievement Test

The Grade Six Achievement Test Scores can be siortbds section (refer to Figure
5.11) of the Assessment Tests for referral purpddeseports can be generated from this
section.

Adamson, Annakay(8145]

Grade 1 Readiness Inventury] Grade 3 Diagnostic Tests ] Grade 4 Literacy Test Grade & Achievement Test ]
| Grade Six Achievement Test (GSAT) Scores |
Tested in School Year: [ 2003-2004 -]
SCORE
I. Mathematics 99
II. Science 98
III. Social Studies 91
I¥. Language Arts 89
¥. Communication Tasks 5|
Exit Form I
Figure 5.11

The Grade Six Achievement Test (GSAT) scores agd usuntrywide to place students
in high school. After the test is administered, $heres are sent to the schools. The
teacher will then enter the scores into this foomrécording purposes.

The Return to Main Menu Button
TheReturn to Main Menutton is used to go back to thkain Menu
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cliha ptely

CREATE CLASSES
AND MANAGE
REGISTRATION

This chapter explains how to assign registeredesiisdnto separate classes and assign a
class teacher to those classes. Students caneaisiharawn from one class and re-
register to another class during the school year

CONTENTS

Create Classes and Manage Registration
* Creating Classes
» Registering Students in Classes

* Re-enrol, Un-withdraw, Re-register Students EntbiteGrade
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Create Classes and Manage Registration

Once the students are entered into the databastadses are created and a teacher is
assigned. Students can also be withdrawn from @ss and re-register to another class
during the school year using this menu option.

The Create Classes and Manage Registrati@mmm is accessed from tAelministrator
Modeon theMain Menuby clicking on the creat€lasses and Manage Registration
button. (Figure 6.1)

Ministry of Education, Youth and Culture
Jamaica School Administrative System

01001 || Allman Tovn Primary |
MAIN MFHLI
Tarms ta Crter and Torms ta View Meports and
Maintzin Infoimalion with: I S A S ctfier Uliliies:
Firrard Sturern
AHendhnee: - R EEEALE

Cbsﬁlﬂd‘f&ﬂjm Artzndance Summay |

Sl i an.
Gietun
Teadin Iiuiniajon Bakis e D clabiase
Shidznt Enrshucrt Piecaver 3 Jazkup ol he
Rracerd: Daizkaze
Lreate Ulazoar and
“ zpags Fecitizhon

i ] MR A Ly uaed in os. *** ADMINISTRATOR *** CXIT
4 Taacher Mude = o
HOwW uesriay, Frhman N3 2004 &

TheCreate Classes and Manage Registrasoreen displays as shown in (Figure 6.2).
The main components of this screen are:

Menu Tabs €reate and View Classes, Register Students in €&astudents
Enrolled in Grade, Re-enrol Next Term or Year
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JSAS Create Classes and Manage Registration

Ech

1
T o Teim ral

[ zoop-zoon - -] [ Chistmas -]

=

-\E Register Studerts in Classes | Shudents Erealed in Grads | Pe-arral Mest Temm or ‘r'aar:

Secand aftendance  Grade o] g
Stibect Seclion  Shit? Teacher Assigred Fepated? Attendamce | E
To cieate a class for iz School
Vet and Termn, fiist select the
Subject using the pull-dovn menu at
lhe battom, then click the "Add This
Clazs" bubton.

If you rreed to create more than cne
class ['zaction”] for 2 subject for
thiz & chood Year, Teim and Grads,
yau izt select a Sechion name of
tre st Secdion before adding the
newt Seclion, Secton names ane
added using the "School
Irfarmation” buticn of the Main
e,

You also use this form bo sssign &
Teachet to each Class pou have
cregled Simph sebect the Teacher
using the pull-down meniu under the
heading "Teaches Assigned.”

If you need to add a rew Teacher,
that iz patfoamed from the Main
Meru ustg the “Teachars" bution

Subject:| =] AddTh |

Retum to |
‘Wednesday, Febriam 17, 2004 b e

Figure 6.2

Create and View Classes

TheCreate and View Classd®b shows classes that are assigned to grads kvel
teachers assigned to the classes. The tab alscsdhe classes to be created.

1. TheCreate Classes and Manage Registrafiomm defaults to th€reate and
View ClassesAt the top of the form are down arrow list boxieat set the
particular class based on the school year, terngeamk level, circled in red in
Figure 6.3.
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JSAS Create Classes and Manage Registration

x
LR=UL]

=] [ Chistmas ~]

1 Pegizter Studerks in Classes | Ctudentz Ervoled in Eladel Pe-anol Mewt Tasm oo Year I

Cecond Atterdance  Grade a[ Male
| Subject Section  Shit? Teacher Assigred Fepated? Altendance

To caeate & class for s School
‘Wear and Tenm, fiict select the
Subject uging the pull-dovwn menu &l
Ihe battom, then click the "&dd Thes
Clasg" butlon

|f pou rieed o creste moe than cne
clazs ['zacton’] for a subjact for
thes Sohoo Year, Teim and Grade,
you izt select 2 Section nams of
the first Section betore adding the
negt Section. Sechon names ane
added uging the “School
Infarmation” button of the Main
e,

You also use this form to assign &
Teaches to each Class pou have
cleated Simpl select the Teachet
using the pull-down menu under the
heading "Teacks Assigned."”

If pou rized ko add & new Teacher,
that iz pedfoimed from the Main
j Menu using the "'Teachers" button.

Subject:|

Retim o
Wiednesday, Febrian 11, 2004 Main Men |

Figure 6.3

2. Click on the down arrow of th&chool YearTermandGrade Levehnd the
classes that have already been created will dispiae form (Figure 6.4).
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JSAS Create Classes and Manage Registration

School Year Tem Grade
[ zoop-2Zo01 -] [Chistmas =] [ Gradel -]

| Pegister Students in Classes | Shiderits Ervoled in Grads | Re-enrol Newt Tem oo Year |

Second Afterdance  Grade o] pge
Subject Section  Shift? Teacher Assigred Beported? Altendarcs
Genesal Primary Education B [ Bowven, Mrz. Hyacinth =i Tocreate & class for this Sehool

Geresal Primaty Education E [0 Edvweards, Mizs Julina B 5
Geretsl Frimaty Education [0 Mot Assigned
Genesal Frimay Education 1} [l Dwens, Mre. Rose W
Specid Education 1 O

“ear and Temn, fist zelect the
Subject using the pull-down menu al
the bottom, then click the "Add Thes
Clazs"" butlon.

EEEERE
ORORE

afafe

If pou need to cresie moe than one
clazs ['zaction’”] for 2 subject for
thez Schoal Year, Teim and Grade,
you st sebect 2 Section nams of
the first Section before adding the
next Section. Section names ane
added using the "School
Iréarmation” button of the bain
Menu,

*Y'ou also wse this form bo sssign &
Teachet to each Clazs pou have
crealed Simph select the Teacher
using the pull-down menu under the
heading "Teaches dzsigned."

I pou need to add a rew Teacher.
that iz pesfoimed from the Main
Meru using the"'Teachers" bution.

L]

Subject: |

1
Thursdday, Februay 12, 2004 h";:;“ﬁeﬁu |

Figure 6.4

3. To add a new class, click on the down arrow list ladelledSubject at the
bottom of the form. Choose the class subject. (Eigus)
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JSAS Create Classes and Manage Registration

Schaal Year Tem Grade

2000-2001 -] [Chistmas ~| [ Grade7 -]

Create and View Classes | Regizter Students in Classes | Studerts Enroled in Grade | Re-erral New Tesm oo Year |

Second Atterdance  Grade ﬂ Male:
| Subject Seclion  Shit? Teacher Assigred Fepoted? Attendarce |

To cieste a class for this School
Wear and Temn, fist select the
Subject uzing the pull-dovey menw sl
the bettaen, then click, the “Add The:
Clazs" butten

If pou need to create more than one
clazs [ 'zaction”] for a subjact for
thes 5 chool Year, Tesm and Grade,
you must sedect a Section name of
tiva fi st Section before adding the
newt Section. Sechoh names ans
added uzing the "School
Infarmation’® buton of the bain
e,

ol o use this fomm o sesian &
Teaches ko each Class pou have
crealed Simpl sefect the Teacher
using the pulldotn menu under the
heading "'Teache: fssigned.”

I you need to add a new Teacher,
that iz pathaimed from the Main
Menu usig the “Teachers™ bubon

subjecy Add This Class |
General Primary Education

~English Language T

1
Thursday. Febnaary 12, 2004 h.':aei;uﬁeiu |

Figure 6.5

4. The class displays on the form. Click the downartist box labelledleacher
Assignedand choose the teacher assigned to the class.

5. Repeat this process until all classes are assigned.

Register Students in Classes
Once the classes have been created, students cegistered into the classes.

1. Click on theRegister Students in ClassEab (Figure 6.6).

2. Set theSchool Year, TernrandGradeby clicking the down arrow next to the list
boxes.
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JSAS Create Classes and Manage Registration

Sc d
20002001 -] [ Easter ~]| [ Gradel -

Craate and View Classes  Fiegiter Studeris in Classes : Students Enroled in Grade | Fle-arrol Newt Tem o Year

Subject Section Teacher
| ;I Hote:
neral Prinary Education B Bowen, Mrs. Wyacinth | Susderts anvoladii the
[ General Primary Education E Edwards, Miss Julina B > Grade selected the Schaol
neral Primary Education o Owmns, Mrs. Bose M “Yoar and Tem specified

abave can be assigned to
clasaes.

Do this by fust zelecting the
Clazs, then uze the pull
down mered at the botton to
select students who are not
albeady ervoled in the same
‘Subject s Schood Year
and Temm, Press the "Add
This Student” button,

“rou may also Wilkdizws of
Re-regisles shudents by
«checking or un-checking
the "“wiithdraw fiom Class"™
checkboy rest to thein name.

Student; [ =] Add This Studs |

1
Thursday. Febraaty 12, 2004 h':‘aei;umezu |

Figure 6.6

3. Click the down arrow list box labellesubject Section Teacheircled in red in
Figure 6.6. This displays a list of the classedtie selected school year, term
and grade.

Select the teacher to set the class for registratio

5. Click on the down arrow list box labell&tudentand select the students to
register them into the class. The students areteel®ne at a time.

6. Click on theAdd This Studeriutton to register the selected student to the&scla
(Figure 6.7)
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JSAS Create Classes and Manage Registration

Schoal Year Tem Grade

20002001 -] |[Chistmas -] [ Gradel -]

Craate and View Classes  Fiegiter Studeris in Classes : Students Enroled in Grade | Fle-arrol Newt Tem o Year

Subject Section Teacher
[General Primary Education B Bowen, Mrs. Wyacinth =i Hate:

b Sex  ShudentMame  Curenth Ervoled [excludes wethdrawals] - Male: Female: Totat] 40 & | Sysdents erroled in the
| b|  Male  Anderson, Romaine T. (35421 1 < adithdiaw from Clacs Girade selected the School

Male Aransevia, Ricaido [3637) M <--afithicia from Class ‘ear and Teim specified
= Male Baker. Faheer [3530| M - withdraw from Class above can be assigned to
: Male Bent, Tevin Meko (9566 M <o \afithdrawe from Class classes.
| Male Biown, Anlhory [9544) 1 <withdraws fiom Class Do this by fist selecting the
| Male  Cole Deman [3657) 1 <--afithdiave from Class: Clags, then use the pull
| |7 Male  Coley, Alex Dilando [S54E] M1 <--\fithdram from Class down mere at the botton o

Male  Dyer. Winston 19640 1 <o Wathdraw from Clase salect siudents who are not
| Male  Elis, Andiew T 13543] 1 <= \Withdraws fram Clacs: akeady envaled in the same
| Male Jores, Kevoy A 19587) 1 <--'withdiaw from Clags “Subiect thes achool Year
|| Mele Lawes, Daviel 13645] 1 < Withehams from Class —eriem Mol s
=] Male McPherzon, Olvia [2529) M < ‘afithdrawe from Class .
|| Male Pitter, Ricardo [3821] 1 < Yafithdrawe fram Class Yo may also Withdizw of
| | Male  Puicell Duasth (9579 M <-"afithdiave from Class Re-register students by

Male  Rose, Otic [9333) ) - \ithdlians from Class checking or un-checking
(| Male Smih, Cean [9564] M < Withdraws hiom Class the "Withdraw fiom Clazs™
| Male Smith, Kevin[9737) = WITHDRAWN = R o ibhchans from Class £sc ok e b
: Male “washinglon, Ranford [3668] 1 <-afithdiaw fram Class
| Male Cwilkams, Paul (3534) M1 <--\fithdraws from Class
| Female' Bathune, Roshel B [9613) M <-'afithdravs fom Class
|| Female  Brown, Shanigue (9760 e :J

¢l Add This Student

Student; [TTamEnT

1
Thursday. Febraaty 12, 2004 h':‘aei;umezu |

Figure 6.7

7. After clicking theAdd This Studeriiutton a pop-up calendar form will appear
(Figure 6.8). The title for the calendar showsrhee of registering student
along with the student’s admission number.

8. The dates on the calendar in the blue streak des datside of the selected term,
which was setup in ChapterSc¢hool Year Setypage 48. The dates in blue are
out of the school year date range.

9. Click on theDay, Week, and Montirrows to navigate the calendar. Once the
correct month and day appear in the form, clickleelUse the Date Selected
button. (Figure 6.8)
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JSAS Create Classes and Manage Registration

Schoal Year Tem Grade

20002001  ~ Chiistmas _~] Grade 1+

Crsate and View Classes  Flegister Studerts in Classes | Sudents Ervaled in Giade | Fe-errol Newt Tem o Year |

Subgect Sechion Teacher
thnnz'al Primary Education B Bowen, Mrs. Hyacinth Hote:
Sex  GhudentMame  Curenty Ervoled (s din the
Male Anderson, Romaine T. (35421 Regisiering Voient, Clare the Schaol
| Male  Aransevia, Ricaido (36971 specified
|| Mak  Baker, Raheem 95501 pesigned lo
Male  Bent, Tevin Meko [3566]
| Male Bronn, Antheny (3544] September 2000 2 | U e
Male  Cole, Demal 3657 = Weelh 4| B thez pull-
| Mak Coley, Alex Oilsndo (5481 LA LA v b ot
[ 1 Miske ! Ger, winston (56401 R | who axe ot
Male  Eliz, Ardiew T (3543) B[+ 5 ¢ 7 3 9 i the same
|| Make  Jones Kevoyd 13587 011 12 13 14 15 16 jiol Year
[ | Mak | Lawes, Dariel 135481 17 1819 20 21 22 2 u;gﬁ "Add
[ |" Male  McPherson, Oliia [3629] 24 25 2 27 2B 29 N Use the Date 3
|| Male  Pilter, Ficardn 19621) cted b of
| | Male  Puicel, Dugath (9573 ents by
|0 Mak Rose, Ot (9333) checking,
Male  Smith, Cean (36641 o Class”
|| Male Smih, Kevinl3737) ~*WITHDRAWN = e Tiom B
|| Male ‘wWashinglor, Ranford [9665) 1 << “withdrenw from Cliss
[ | Male  Wilksms, Paul 9534 1 < Nhthdraw from Class
||| Female' Bethune. Roshel A (3613 M <~ Withdraw from Class
|| Femals | Brown, Shanique (3780] 1 & withdrans from Clase |

Student: [Voient, Clare | | Add This Student I

1 |
Thursdap. Februzy 12, 2004 g&ume:u

Figure 6.8

The student is registered into the class as showigure 6.9.

JSAS Create Classes and Manage Registration

School Year Term Grade

2000-20071 13 Chiistmas vl Grade 1 -

Create andView Clazses  Flegisier Students in Classes | Students Envoled in Grade | Feserrol Newt Teim o Year |

Subiect Section Teacher
]l:.mx-al Trimary Education B Bowen, Mrs. Hyacinth =] Mote:
= Sex  ShidentMame  Curenty Enroled [sxcludes wthdraveals] > Male: [18 ] Femaler [23 ] Totat[ 41 | Suadants erroled in the
Female  Buriell. Nicoie (95631 1 < Withdraw from Class Grade selected the Schoal
|| Female Curier, Siebeeena N, 35301 1 <-‘withdiaw fram Class “ear and Temn specified
| Female  Hamiton, Samanths (97251 1 <= withdravy fiam Class AR
| Femala  Havles. Meaketa (36351 M1 < Withdraw iom Class R
|| Femals  Henry. Anna-Rica (3867) 1 < Withdrawe from Class D this by Bt sclecting the
| | Femals James Shavor (95581 1 <="withdiaw from Class Class, then uze the pull
[ | Female  Jordo, Samartha [2407) ) <=Nithdrawe from Class dawn e at the bation o
| Femals  FKellenabeck, Kaeen [9719] 1 <~ Withdrawy from Class select students wha e not
Femals | Levinson, Fomaine (5575 M1 <+ ‘withdrans fram Class akeady ervolad in the same
1 Female  Marshal, Stavia 9656) 1 ¢ Withdraw fiom Clags Sublec il SchanlTenL
| Femals  Mighien, Shannel 195561 1 e Wikhdrawy from Class sk s e o
|| Femala Michel, Kadesioh C [3553) M1 - ithdrawe from Class :
|| Fémale  Mui. Shenl (96531 1 < Withdraw from Class “ou may dlso Withdiew or
| Femals  Muidsck, Peta - Gape [3653] 1 < Withdrawe from Class Reregistes shadents by
Female:  Owens, Arna - Kay [9602] 1 <=withdrawy from Class checking or u-checking
|| Femala  Price, Sheree (35351 1. < Withdraws from Class thee "t from Clase
]! Femals  Feid, Kamoka 19634 1 - Withdraws from Class Lot Beccihin pare:
| | Female  Thom I from Class
[ oient, Clare 1 <~ ithdrave from Class
|| Femalswilieme, wommoe-1 66T T AetrEr Teom Class
|| Femals  ‘Wilkams, Pauletie 35351 71 < Withdraw from Class &
Student: |

1
Thursday. Febuay 12, 2004 w

Figure 6.9
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» Total enrolment for the class shown in Figure @®males; 23 females and
total 41. This does not include the withdrawn stige@lisplayed.

» Student list is colour coded, blue for males amdk fjor females, and is sorted
first by sex then alphabetically.

10.To withdraw a student from the class, because @tiantal enrolment or poor
attendance, or even if a student wishes to stapgakne subject and start
another, click in th&Vithdraw from Clasgheckbox beside the student’s name.

Withdrawing a Student

1. Click theWithdraw from Classheckbox and the calendar shown in Figure 6.10.
The title for the calendar shows the name of thbdvawing student.

Student: [

JSAS Create Classes and Manage Registration
School Year Tem Grade
20002001 +| [Chistmas -] [ Grade 1 -]
Create and View Clazses  Flegister Students i Classes | Siudents Ervoled in Grade | Fe-rrol Mest Tem o Year |
Subyect Sectian Teachet
[eeneral Primary Education B Bowen, Mrm. Myacinth =] Hote:
[ Sex  SwdentMame  Cumenty Ervoled |evgludes withdiawaicl o btale TR ] Ermale T2 ] Toral LA el et aicald
|| IRERTEER James, Shavor [3556] Withdrawing Yoient, Clare ** WITHDRAWN =
| | Female  Jardo, Semantha 3407]
|| Female  Fellenbeck. Kareen [9719)
Femala  Lewinson, Romaine (9575
(|| Female  Marshal, Stavia [9696] September 2000 AR
|| Female  Midghten, Shannell [3556] : = week 4 »
| Female  Michell Kadeeish C (3553) aE:bo-Tub Ve Th Fr 5K+ GRELL
| Female  Mui, Sheryl (9562 F L R
|| Femals  Muidock, Peta - Gave [9653] B+ 5 & 7 8 39
| | Female  Owens, Anna - Kay (38021 10 11 12 13 14 IS 18
| | Female  Prvce, Sheree 13535) 1716 19 20 21 22 23
|| Femala  Reid. kameka (3591] 4 2% 2% 2 BB Use the Date
|| Femals  Thempson, Shaniel4. [9642] Selected
| 7| Female  Voienl Clare ™ WITHDRAWN ™"
||| Female ‘willams, Moriaue [3566]
|| Femala ‘willams, Pauleite [3635]

electing the:
the pull

he bottan to
who e not
in the same
poct ear

5 the "Add
o

b of

o their name.

J

=1 A This Stugen |

Thurstap. Februay 12, 2004

Figure 6.10

Retum 1o
Main Menu

2. This calendar operates same as described abovagerop.

3. After withdrawing, the student becomes availabléhmstudents’ listing to be
added to another class and teacher. The datéuidhens can be registered is from
the withdrawal date onward and can only be re-teggd from that date forward.
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Replacing a Student

To replace a student from this class, click in\ighdraw From Clas®ox and select the
same date used to withdraw the student and therstwdll be re-registered in the same
class.

Re-registering a Student

1. To re-register a student to another class, sédledietlacher and student that are
registering, located on the student list.

2. Click theAdd the Studertiutton and the calendar pop-up form appears to re-
register the student. Enter the date of re-regdistra

3. Click theUse the Date Selectduitton to register the student on the appropriate
date.

Students Enrolled in Grade

The Students Enrolled in Gradgab displays all students enrolled in the selegtade
for the particular term and school year.

» Students are sorted first by sex and then alphaigti including withdrawn
students.

» The columns are colour coded, blue for males ankl foir females.
* The student’s birth date and age are shown.

Withdrawing a Student for a Term

A term withdrawal is accomplished by clicking therm Withdrawcheckbox, located
on theStudent Enrolled in Gradeorm, of the student listed for the particulanter
The calendar box appears and the withdrawal dateasen. Click on thgse the
Date Selectetb complete the process.

The student is available for registering the follagvterm in the student listing. To
replace a student for the term, click in Term Withdrawcheckbox beside the
student’s name and select the same date usedndrawt the student and the student
will be re-registered for the term.
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Re-enrol for New Term or Year

Re-enrolling existing students to a new school yederm is accomplished Re-enrol
Next Term or Yeafab. (Figure 6.11)

JSAS Create Classes and Manage Registration
School Year Tem Grade
20002001 -] [ Chistmas ~]| I =i
Grade 1
: = - Grade 2
Craate and View Clazses | Register Studerts in Classes | Studentz| Grade 3 e-enrol Mewt Tesm o 'Year

Grade 4

The riesdt aar and Temn i which pou can eny g:::: : acde i shown below,

1t you wish to re-eniol all curertly snioled (= Grade 7 nlly vathdrawen from the: Tem or marked

to repeatl. press the “Re-smol Hest Temn' bumos s, bos,

Mest Tem dvvalable; [ NOT AVAILAELE - Newt Yeat/Tem/Giadz doss ot exist | i £ I |

*fou may alzo zelect a Class from the Schodl Year, Tesm and Grade ndicated at the top of thiz screen and
ard have all of the shudentz curently regpstered in i [erciuding students wathdrawn fiom the Clasz or
marked {o repeat] registered in 2 given Class in the rest Tem). |Fnot dready enroled, thiz wil be taken
care of at the sams bme the student iz registered for the Class.

After choosing both Classes press the 'Register Students in Class Hext Tem' buthon ko the night of the box
Subject Section Teacher

Class This Term: | 1 :
Claze Neat Tam: | _I =2

I ycas didre't s the Class you were looking for it the nest Tem, remember that you first have ho create
Classes for each School Vear. Tem and Grade using the "Create and View Classes" tab on this screen,

Thursday. Februany 12, 2004 h?:;;“;:g‘ﬁu |
Figure 6.11

Create a class for the next term as described ga 4.

Re-enrol an entire grade to different classes @higxt grade, for example all the
students in Mrs. Henry’s Grade 1 will be sent to tlifferent Grade 2; Miss
Clarke and Miss Bennett

a. Select the term the students are moving from assho Figure 6.12,
circled in red. The text box labell&text Term Availablevill show the
next term for enrolment.
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JSAS Create Classes and Manage Registration

School Year Term Grade

20002001~ Christmas _~ Giade 1 -

Create and Views Clazses | Register Students in Classes | Shudent: Ervoled in Grade | Fié-

Thenest earand Tem mwhich you oo enml s
Iyouwsh -

@ s shudents cu
Diess. Yhe Heenml Hext !erm h\lrot’\h the right kahehnx

Mgt Tesm Avalable: [2000-2001 Easter Grade 1 Re-ervol Newt Tem

s map oo st a Clacsfom e Schocl Yoo, T and Gad i of e op o i sctoan and
ared have al of the shudanis ci ink
marked to repeal] egistered in 2 given Class in the next Tem), |1 not dieady anmﬁxt ol oo o
care of at the sams bme the student is registered for the Class.

attes choasing both Classes press fhe *Fegter Students in Class Next Teri” button tathe ikt of the box.

Subject Seclion Teachs
Clase This Temn: | -]
Ciase Net Teme: | ES |

1f pou didn't se the Class pou were looking for in the nest Tem, remember that you st have to create.
Classes for 2ach School Year. Tem and Grade using the "Create snd Yiew Classzs" tab on this scieen.

Thursday. Fabruay 12, 2004 m
Figure 6.12

b. Click theRe-enrol Next Terrhutton and all the students are enrolled,
except those marked as repeat or withdrawn frontetme. When
successful, a dialog box appears listing the nurabstudents re-enrolled.
(Figure 6.13)

JSAS Create Classes and Manage Registration

Schoal Year Tem Grade

2001-2002 - Summer 'I Grade 1~

Croate and Yism Classes | Fisgister Studsrits n Classss | Students Ervcled in Grads Fe-snvol Nest Tem o Yaar

The nest Year and Tem in which you can evol students inthis grads it shown below,
1f you wish to re-enict all cunently emoled [exchides shadents cusrenily withdiawn from the Tem or marked
ta repeat], press the “fle-snvcl Mext Tem' button to the riaht of the box.

Mest Tem Avalable: [Z002-2003 Chistmas Grade 2 | | FeerolNes Tem |

You may also select a Class fiom the School raar, Tesm and Grade ndicatad at te top of this scrasn and
s hawe all o the students cusrenl regisered in # [euchading students withchann hom the Clacs or
marked ta repeal] register=d in 2 given Clase in the nesi Tem). If not ready enroled, tes wil be taken
care of at the sams trme the student iz 1egistered for the

After choosing bioth Classes press e 'Register Students in Class Next Ter™ buston to the right of the bow
Subiect Section Teacher

Clasz This Tem:
Clase Newt Tamy

Jamaica School Administrative System Version 5.0 300ct02 g|

IFyou didi't see the Class you wers looki] 151 eligible students were re-enroled in the Foliowing term.

Classes for each School Year. Ter and

1
Thursday, Febriz 12, 2004 h;:;ultl‘egu

Figure 6.13
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N.B. the students are not placed into classes ubisgnethod. Use the
procedures outlined in the Registering Studentslasses on page 88 to register
the students to different classes

Re-enrol an entire class to another class, clickherdown arrow next to the text
box labelledClass This Term(Figure 6.14)
[E

JSAS Create Classes and Manage Registration

School Year Term Grade

2002-2003 - Christmas ‘I Grade 2~

Creale and View Classes | Register Students in Classes | Students Envoled in Grade  Re-enrol Newt Temm o Year

The niewt Year and Tem i which pou can envol students in this ade i shown below
1F you wish ta re-enial all currertly saroled [sxchudes shudents cusrently withdrave from the Term or marked
to repeat], press the “Re-anrcl Mest Tem” button to the dakt of the box,

Nest Tesm dvalable: [FO02 2003 Easter Grade 2 | ReervolMedTem |

You may afso sslect 2 Class ficen the Schod Yaar, Teim and Grade indicated at the top of this scraen an d
2 have all of the shadents cusrenily registerad i # {enchuding students vethdiawm fom the Clase or
marked to repsat] registersdlin = given Dlsss i the ret Tem. If not alrsady enrcled, this wil Es taken
care of at the zams brme the studert i registered for the Class.

Aifter choosing both Classes oress fhe “Begits dente s hleut Tonn o to the right of the batk
ubject Section Teacher
£i55e This Termy [Gemeral Primary Education - Edwards, Miss Nadine |

Class Newt Tem: |

meral Primary Education = Edwards, Miss Nadine A.

Classes Tof S50 Scho = dGtade using the "Crnate and C

Seleck this Lab Lo Re-enrcljRe-register Shudents in the next Tern|

Thursday, Febnay 12, 2004 N':aei;ull\-l:l‘g‘zu |
Figure 6.14

Choose the teacher of the class to be re-enrolled.
Click on the down arrow next to the text box labélClass Next Term
Choose the teacher of the class accepting the nuelergs.

Click on theRegister Students in Class Next Tdutton to enrol the students to
that class (see Figure 6.15, circled in red)
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JSAS Create Classes and Manage Registration

Schoal Year Term Grade

20022003 -] [Chistmas -] [ Grade2 -]

Create and View Clazses ] Register Studenks in Classes | Students Envoled in Grade  Fe-enrol Newt Tesm or'Year

The newt “ear and Tem in which pou can ereol students in thiz grade iz shown below,
1F you wish to re-enncd all currertly snled [sschides shuderts cusrently wikhdrawn o the Term or marked
ta repest], press the "Re-encl Hext Tem'! button bo the riaht of the box,

Mewt Tesm Avalable: [2002:2003 Easter Grade 2 ] Feersol Next Tem |

“ou mayp ako select a Class from the Scheol ear, Tesm and Grade indicated at the top of this screen and
and have all of the shudentz cusrenly regstered in & [exchudng students withdiawm from the: Class or
marked to repaat] registersd in & given Clazs in the next Tem]. If not Sready enroled, this wil bs taken
care of at the sams bre the studert & registered for the Clazs.

After choozing both Claszes press the ' Begister Students m Clazs Mest Term'’ button b the right of the box.

Subject Section Teacher
Clags This Term [eneral Primavy E tion =t . Miss Nadine | Riaister Students in
Clazz Hest Tamy [Feneral Prinary Education — Edwards, ¥iss Hadine  *| Clazs Newt Tem

IF s didne't g2 the Clags wou were looking tor i the nest Teim, remember that you first have to create
Clssses for each School Year. Temn and Grade using the "Create snd View Classes" tab an this screen.

Jamaica School Administrative System Yersion 5.0 300ct02 @

46 eligble studants were regsterad In the class next berm.

1
Thursday, Febnaay 12, 2004 h;;‘?;“ﬂ'egu |

Figure 6.15

6. All students from the class will be enrolled in th®w class.

7. When the enrolment is successful, a dialog box aggpdisting the number of
students re-enrolled. (Figure 6.15)

Principal’'s Page
ThePrinciple’s Pagebutton is described in tRESAS Administrative Handbook
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